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CHAPTER ONE

OVERVIEW

Throughout This Course

Throughout this course you will learn why it is important to clean up your open
commitments. Although some agencies will wait until the end of the fiscal year to
clean up their open purchasing documents and vendor invoices, this clean up
process should be done at least once a month. Besides the obvious benefit of
making year-end less painful and time consuming, prompt discovery of open
commitments and/or errors will free up budget that can be spent on other goods
and/or services that an agency might require.

Purchasing - What Causes Commitments To The Budget?

Entering a purchase requisition into AASIS causes a commitment to an agency’s
budget. When you convert the requisition to a purchase order, the commitment is
relieved from the purchase requisition and picked up by the purchase order. You
receive the goods/services and post a goods receipt, which does not change the
commitment. Next, you receive the vendor invoice and post a logistics vendor
invoice (transaction MIRO) in AASIS. At this time the commitment changes from PO
status to Invoice status. The commitment becomes an expense after the payment
program and the FMFO program process each night. The FMFO program updates
the Funds Management postings and tables.

Commitments will also remain in your budget if the wrong AP transaction is used to
pay a vendor invoice tied to a purchase order. If you use the direct invoice (FB60)
instead of the logistics invoice verification (MIRO), it will break the connection to the
PO and will cause a double commitment.

Credit memos show as open commitments if they have not been matched up with an
open invoice. The open invoice must be to the same vendor with the same
fund/fund center, commitment item, and functional area combination.

Where Do You Go To Look At Your Budget And View The Commitments?
e The Actual Budget report - Transaction Y_DEV_80000046
e The Open Commitment Item report - Transaction ZCMT
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How Do Purchase Requisitions Remain Open And Continue To Commit
Budget?

If the purchase order/s referencing a purchase requisition add up to a quantity less
than that on the purchase requisition, then the purchase requisition will remain open
and continue to commit budget for the quantity that has not been converted to a PO.

What Reports Can You Run To View Your Open Purchase Requisitions?
o List Display Of Purchase Requisitions — Transaction MESA
e List Display Of Open Requisitions — Transaction ZOPENREQ

How Do Purchase Orders Remain Open And Continue To Commit Budget?

If any line item of a purchase order has no goods receipt or a partial goods receipt,
no invoice entered or a partial invoice entered, the purchase order will remain open
and continue to commit budget.

What Reports Can You Run To View Your Open Purchase Orders?
e Display List Of GR/IR Balances — Transaction MB5S
e Purchasing Document Per Document Number — Transaction ME2N
e Purchase Orders With An Open Invoice — Transaction ZPO_OPEN_INV

How Do Invoicing Errors Cause Purchasing Documents To Remain Open?

The best business practice is to use the transaction MIRO to post a vendor invoice
related to a purchase order. However, sometimes an error occurs when transaction
FB60 is used by mistake. Using transaction FB60 instead of the transaction MIRO
overstates the expense, over-commits the budget, and causes an un-cleared credit
balance in the Goods Receipt/Invoice Receipt account in the General Ledger
because FB60 breaks the connection to the purchase order.

What Reports Can You Run to Find Invoicing Errors?
e Purchase Order Vendor Payment Report — Transaction ZPOVP
e Vendor Line Item Display Report — Transaction FBL1N
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What Are The Different Types Of Open Accounts Payable Commitments
Regarding The Direct Vendor Invoice (Transaction FB60)?

For security reasons, one user cannot both park and post a direct vendor invoice.
One user must park the document and another user must do the actual posting of
that document.

e Parked Invoice — A parked vendor invoice does not commit budget. A parked
document will not go through the payment run.

e Parked As Complete Invoice — A “parked as complete” vendor invoice
commits budget. A “Parked As Complete” invoice should be posted before
the end of the fiscal period during which it was parked. If you do not post it
within the period, you will need to use transaction FBV2 - “Change
document”. Go into the “Header” information and change the posting date to
the date of the actual posting and save.

e Posted Invoice — Posted documents commit budget. The posted document
will remain open until it is included in the payment run. The Payment
Program runs Sunday thru Thursday at 8:00 p.m., and the FMFO program
runs later to change the commitment to an expense.

Credit Memos

You would post a credit memo if the vendor sends one to settle an overpayment, or
if you return goods to the vendor. There must be an open vendor invoice in the
system to the same vendor with the same funds, funds center, commitment item,
and functional area as the one that issued the credit memo. The credit memo can
remain open if this match is not made correctly.

There are two ways to clear a credit memo: Change the “Invoice Reference” field to
match the credit memo to an open invoice, or reverse the credit memo.

Direct Credit Memo (FB65)
1. You can correct the match by going into Transaction “FB02"-Change.

2. You can reverse the document by going into Transaction “FB08” —
Individual Release.

Logistics Invoice Verification (MIRO)
1. You can correct the match by going into Transaction “FB02"-Change.

2. You can reverse the document by going into Transaction “MR8M”-Cancel
Invoice Document. You will then need to go into transaction “F-44".
Transaction “F-44” will clear the credit memo and the vendor invoice.
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What Reports Can You Run to Find Your AP Errors?

Open Commitment Report — Transaction ZCMT

Display Parked Document Report — Transaction FBV3
Parked Vendor Invoices — Transaction ZFI_PARKHELD_RPT
Open Item AP Report — Transaction ZOPENITEMAP

The Actual Budget Report — Transaction Y_DEV_80000046
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CHAPTER 2
RUNNING REPORTS

In this chapter you will learn to view and interpret the different reports to assist you in
locating open commitments.

Actual Budget Report -Transaction Y_DEV_80000046

Menu Path: Special Transactions and Reports-State of Arkansas>Financial
Accounting>Funds Management>Reporting>Budget/Actual>Actual Budget.

The Actual Budget report will reveal commitments and expenses to the budget.
These commitments can include incomplete purchase requisitions, purchase orders,
and unpaid vendor invoices. A purchasing document continues to be a commitment
even after the entry of the MIGO and MIRO transactions. All open commitments
move into the expense column after the invoice is paid via the payment program and
FM is subsequently updated.

Menu Edit Favorites Extras System Help

BlaH C@n DHEB anon k
SAP Easy Access AASIS MENU
BE|S| &2 va

[ ] Human Resources
[ [ Information Systemns
2 3 Special Transactions & Reports (State of Arkansas)
[ [ Materials Management
= {4 Financial Accounting
> [ General Ledger
> [ Accounts Receivable
[ [ Accounts Payable
> [ Fixed Assets
> [ Ccash Management
= {4 Funds Management
< ‘3 Reporting
@ Y_EDY_02000004 - CF Analysis
> [ Budget
= ‘=3 Budget/Actual
@ Y_EDV_02000003 - Line item repo
) Y_EDV_02000002 - Ling item repo

aln|

@ Y_DEV_80000045 - Reconciliation
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Selecting The Report

1.

2
3
4.
5

8.

Enter the fund. (You must enter either a fund or funds center.)

. Enter the funds center. (This is optional if you entered a fund.)
. Be sure that the “Year commitment item” equals the fiscal year selection.

Enter a commitment item if desired.

. “Agency from/CustFund” is an optional field. You may enter the customer

number for your agency here. The number will always be 998xxxx00. The
“x’s” stand for your business area.

Enter the current fiscal year and periods 0 to 13 will default. This will select
budget for the entire year. You may change this if you want to view a
different period or range. Period 0 captures original budget loads and carry
forward activities. NOTE: Budgeted amounts are distributed across all fiscal
periods for the year, but commitments and blocks are not. When a single
period is selected, you will see a budgeted amount for the period (one-twelfth
of the total) and the current period commitments. Blocked amounts are not
distributed. This could result in a negative available budget calculation in the
report. This does not mean you have exceeded your budget. Rerun the
report for periods 0 to 13 for validation.

Classic drilldown report selection enables you to export the report to an Excel
spreadsheet. You may also select the graphical report option for a different
view.

Once you make all of your desired selections, execute the report.

Program Edit Goto System  Help

Bl H a8 SREIODO8E

Selection: Available Budget
> [  Classification

8 |rd selections
Fund HSCA101 { ta
Key date 01/23/2006
Funds center 272 <!z
Year commitment item EBDE%E
Variant 000
Commitment item 502:00:02 <i7
Report selections
Agency from/CustFund 998061000 @ﬁz IRECTOR'S OFFICE
Fiscal year 20606

Period from ] Mot assigned
Feriod to 13 6 Special period 1

utput

type

() Graphical report-output

@ Classic drilldown report
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Viewing The Report
1. Click the plus signs or the “Expand” icon to expand the report.
2. Budgets, commitments and expenditures and available budget are displayed.
3. If the entire report is not displayed, click the right arrow to view the next page.

@ | D IH eE@ CHE nhoan EE @m
Execute Available Budget: Overview
Eln T & F oéald 4 » ks Numberformat... ENE

N 1

Available Budget I— Current data (G01/23/2006 11:45:37) L=
Customer for fund 998061000 AR Dept of Finance & ‘
—MNavigatiomn
Functional Area
Period
Cost Center
7|
S % —

FM acct as 1 Adj . Appr. Commi tm Expense
Dfspmy/ﬁ‘— 1 USD 1 USD 1 USD
o= AR%CE‘IM fO610 fEXPENDITURES o.00 332,525 04 2cic]
o+ BRK /HSCB101 1272 fEXPENDITURES 0.00 332,525 .04 o.ae
+» Total 955,555 00 332,525 04 2cic]

Report  Edit

OFEE 5o EE e DE

Execute Available Budget: Overview

& o =F & T 6 14 4 L&_ MNumber format... By [Z7

Available Budget Current data (G1/232/2006 11:45:37)

Customer Tor fund 9923061000 AR Dept of Finance &
—Nawvigatiom
Functional Area

Period
Cost Center 2
T X

FM acct asst Adj . Appr. Commitm Expense
Displayed in 1 Ush 1 UsD 1 USD
4= ARK fHESCG101 fa610 SEXPENDITURES [ cle] 332 525 04 8. o8
g l-= ARK (HSCG101 272 FEXPENDITURES o. oo 332,525 .04 o. oo
] L— ARK /HSCE101 f272 SMAINT -0OPERATIONS . 0o 332,525 .04 o . 0o
] L—» ARK /HSCE101 f272 f502:00:02 955,555 .08 332,525 .04 . 0o
4+ Total 955 555 08 332,525 .04 oo
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Actual Budget Report Drill Down

To drill down to line items in the budget report, select the amount for which you
want to view detail. Select Extras>Line Items from the blue menu bar. The line
amount will be displayed.

items making up the

Eeport Edit Goto MNavigate
& i
Execute Available Budg

BEEREBEEZ

Available Budget

Customer for fund 992661000
—Navigatiom———————
Functional Area

2 EE @ E

Extras Settings System Help
Report parameters Ctrl+3hift+F 11
Aftributes F7
Line items
Comment

Create Exception...

Change Exceptions...

Current data (©1/24/2006 98:51:32)

Period
Cost Center Display exceptions...
gl e ® Delete Exceptions...

FM acct asst Additional Functions Adj . Appr. Commitm Expense
Displayed in 1 UsD 1 UsD 1 UsD
G= ARK /HSCH101 JB61a /EXPENDITURES o 8o 332,525 04 a.a8
o= ARK [HSCE181 1272 /EXPENDITURES o.eo 332,525 04 0.08
o L ARK /HSCE161 1272 /MAINT-OPERATIONS o.e0 ¥ .525.04 0.00
4+ Total 055 555 080 332,525 04 a.a8

What Does The “Line Items By Document Number” Screen Show You?

Looking at the “Value Type Text” field will show you what type of documents are
consuming budget. You can view the original amount of the document and any
reduction that has taken place. If the original amount and the reduction amount
match, there is not an open commitment. When you see that the reduction
amount is less than the original amount further research should take place. The
difference between the reduction and the original amount is the amount still

committing budget.

Commitment/Actual Line ltems by Document Number
FE AT T 8% G

CTEHET L By @

Commitment/Actual Line Items by Document Number

s

l4 |

02M6/2006 08:14:52

RefDocNo “| Rfitm|FM pstgd.  |Valtype text |Amttype |Curr. | Commt bdgt|s Pymt Bdgt| Text |FMA|Fund Funds ctr|Ci

4500000... &y usD = 350.00

4500000728 10(01/23/2006 |Purchase Orders  |Reduction |USD 1,550.00-|Alarm|ARK|HSCE101 (272 5
10(01/20/2006 |Purchase Orders |Original |UsSD 3,150.00 |Alarm|ARK|HSCE101 (272 5

4500000... &y usD = 1,600.00

4500000729 10(01/23/2006 |Purchase Orders  |Reduction |USD 250.00-(Alarm{ARK|HSCE101 (272 5
10(01/20/2006 |Purchase Orders |Original |UsSD 500.00 (Alarm{ARK|HSCE101 (272 5

4500000... &y usD = 250.00

4500000730 10 (02/06/2006 |Purchase Orders |Original |USD 125.00 [Anti... [ARK|HSCE101 (272 5
10|02/06/2006 |Purchase Orders  |Reduction |USD 125.00-[Anti... |[ARK|HSCE101  |272 5

4500000... LY usD

AEnnnnnF24 | anlnom7mnne [Dorchacs Ordare [Chanas o0 | I annnn [ra Taowluersana Ta7n e

M1l
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Actual Budget Report Further Drill Down

You can drill down to the actual document by double clicking on the document
number you wish to view. This screen shows you the Purchase Order history.
The original PO was created for 10 ea. at $50.00 for a total of $500.00. A Goods
Receipt was created for 5 ea. and a Logistics Invoice was created for 5 ea. at
$50.00 for a total of $250.00; this PO is still open and committing budget for the
remaining quantity of 5 ea. for a total value of $250.00.

If your agency does not plan to receive and pay for the rest, close the PO to
relieve the remainder of the committed budget. This process will be explained in
subsequent chapters.

Standard PO 4500000729 Created by Patricia N. Orr
| Document overview on | | \E\ | |d§ﬂ Print preview” Messages || Personal setting

Standard PO iZ1 | 4500000729 100000275 Gumshoes, Inc. 01/20/200
bl Els |tem [a |1 [Material Short text PO guantity O... |C|Deliv. date  |Met price Curr.
10 K 101000875 \larm 10/EA |D3/03/2006 50.00USD

E O
31 ) = | ST

B [ 107110100075, Alarm al |a
- Delivery schedule r[}eiveq rlmoe rCunciuns Account assignment  Purchase order history

jllal?lmlﬁlalualfﬁ AEEIERIMICIERIE

Te}ct MwT |Material Do...| Item|Posting Date |z Cluantity) Delivery cost quantity| OUn|z Amtin loc.cur. | L.cur
GR |101 5000000715 1|01/20/2006 5 0 (EA 25000 |USD
Tr.ev. Goods receipt . 5 EA = 250.00 USD
H—I_| |ﬁ | 1|01.‘23.'2006 5| 0|E»\ | 250.00 [USD
Tr.ev. Invoice receipt . 5 EA = 250.00 UsD

10
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Budget Report Tip: You can collapse the report to only see the document
number and the amount of committed budget for that document. You can then
import into a spreadsheet or notepad.

Collapsing the Y_DEV_80000046 Report
1. Highlight the Reference Document Number column.
2. Click on the “Subtotals” icon.

Settings Help
BldH @@ DEHE DDO0 HEE @b
Commitment/Actual Line Items by Document Number

FE AFTF EH OBCHATRy B E O

> [=subtotals_ {Ctrl+Shift+F6)]

CommitmentActual Line [tems by Document Number

031 1 13:40:35

Systemn

—
|

4 Y

RefDocho “|™ ttem|Fi pstg d. Valtype text Amttype |Curr |z Commt bdgt|z Pymit Bdot| Text  [FMA |Fund Funds

3200000000 1|02M4/2006 |Funds Reservation |Original  [USD 10.00 ARK|HSCE101  |272
Reduction |LSD 10.00- ARK|HSCE101  |272

51000081 2|01/23/2006  |Invoices Criginal  |USD 396.00 ARK|HSCE101  |272

51000082 Original  |LSD 115.00 ARK|HSCB101  |272

51000083 Criginal  |LSD 230.00 ARK|HSCE101  |272

= Eatalatalslr) i sl Lo an nn A o Aan4 TN

3. Scroll to the bottom of the screen.
4. Collapse the report by clicking on the symbol at the far left of the screen.

ﬂ|02£21f2005 |F'urchase Orders |0rigina| |USD| | 300.00 |aqu...|»\RK|Hsca1u1 |2?2 |5
4500000... 11, usD = 300.00
4500000824  10|03/06/2006 [Purchase Orders |Adjustm... [USD 150.00 [agu...|[ARK[HSCE101 [272 5
10(03/06/2006 |Purchase Orders  |Adjustm... [USD 150.00-|agu...|ARK[HSCE101 [272 5
10|02/22/2006 |Purchase Orders  |Reduction (USD 150.00 |aqu...|ARK|HSCE101 |272 L
10(02/22/2006 |Purchase Orders |Reduction [USD 150.00-[aqu...[ARK|HSCE101_[272 5
10|02/21/2006 |Purchase Orders  |Original  [USD 300.00 |aqu...| ARK|HSCE1 3 E’E B
4500000... 11, usD = 300.00
4500000325| m|n3f05r2005 Purchase Orders | Original |USD| 95[].[10|Stor...|»\RK|HSCE1[J1 |2?2 \‘[ﬂ_
4500000... 11, usD = 950.00 -
1, 4 USD o 2442 [«]
(]
[0 [ |[«][+]

| DIETR(‘I)(S‘HJ) sapeqgs | INS %

11



' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

5. Click on the “Local File” icon.

Gl 222 8liH e LHE D00 DR @
Commitment/Actual Line Items by Document Number

FE AFF 2% QI BIATL E<d| @

Local File... (Cirl+Shift+F3)

RefDochlo | Rfitm|FM pstg d.  |Valtype text Amttype |Curr. |z Commt bdgt|= Pymt Text |FMa|Fund Funds cir|Ci

51000081 & usD = 396.00 [=]
51000082 2 usD = 11500 [+]
51000083 & usD = 230.00 i

You will receive the below pop-up box. Choose the format you wish to save your
report to. Click the “Green check” to continue. Name your file and choose where
you want it saved on your computer.

12
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Open Commitment Iltems — Transaction ZCMT

Menu Path: Special Transactions & Reports (State of Arkansas)>Financial
Accounting>Funds Management>Reporting>Open Commitment Item Report

You can use this report to view commitment line items for the budget.

Extras Help
Bl H @ SHE HDhag
SAP Easy Access AASIS MENU

BE & B 2| v

[ [_1 Accounting
[ [J Human Resources
[> [ Information Systems
2 3 Special Transactions & Reports (State of Arkansas)
[ [ Materials Management
= {4 Financial Accounting
I 1 General Ledger | |
> [ Accounts Receivable
[» [ Accounts Payable
[ [ Fixed Assets
B (1 cash Management
= =3 Funds Management
<7 4 Reporting
[» [_J Budget
I» [CJ BudgetiActual

Systermn

Menu Edit Favorites

<11

) Y_EDV_02000004 - CF Analysis
) ZFIM - Cost Center Account Assignment

2 ZFM2 - WBS Element Account Assignment
[ I S T T
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Selecting The Report
1. Enter the Fiscal Year
2. Enter the Fund
3. Enter the Cost Center
Make any other desired selections to narrow down the report.
4. Execute the report.

|  #liDc@ee QMR nuon Bl

o) n ommitment Item Report

MM related documents
Flinvoices

14
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Viewing The Report

The report displays open commitment line items with cost object information.
The total amount of outstanding commitments is equal to the commitment
column on the Budget Report (Y_DEV_80000046). NOTE: You cannot drill
down into the document from this report.

Commitment Balances

The balances of outstanding commitments by fund/funds center/commitment
item for MM related documents and FIl invoices are equal to the commitment
balance on the Y_DEV_80000046 report.

JH e SRE 008 B @

Open Commitment Item Report

FAFE B O ODIATeL BEEE B

RefDocho Rfltm|FM pstg d.  |Valtype text sCommitm... Text

1000000370 10 |07/01/2005 |Purchase Requisitions 350.00 [Animal Vitamins E
1000000371 10 (07/01/2005 |Purchase Requisitions 250.00 [Animal Vitamins E
1000000372 10 |07/01/2005 |Purchase Requisitions 5,000.00 |Animal Vitamins

1000000414 10 (07/01/2005  |Purchase Requisitions 8,000.00 |vegetables

1000000414 20|07/01/2005 |Purchase Requisitions a800.00 [vegetahles

1000000432 10 (07/01/2005  |Purchase Requisitions 985.00 [DNA ANALYSIS CHEMICALS
1000000480 10 (07/01/2005 |Purchase Requisitions 50.00 |Animal Bed

1000000481 10 |07/01/2005 |Purchase Requisitions 250.00 [Animal Vitamins

nnnnnnnnnn PG T L L i T e P FTT o TrT

15
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List Display Of Purchase Requisitions — Transaction ME5A

Menu Path: Logistics>Materials Management>Purchasing>Purchase
Requisition>List Displays>General.

The “List Display of Purchase Requisitions” Report will display a list of all open
requisitions. Account assignment information is not available on the report;
however, this can be viewed by the drill down option.

Menu stem

Edit

Eavorites

Extras Help
aldH I C@& DHRER
SAP Easy Access AASIS MENU

B &% EE 2| v -

B 3 Favorites
<7 -3 SAP menu
B [ Office
< 5 Logistics
= {3 Materials Management
=7 ‘4 Purchasing
[» [ Purchase Order
< {3 Purchase Requisition
) MESIN - Create
) ME&ZHN - Change
2 MEG3N - Display
2 MEMASSRQ - Mass Maintenance
P (1 Release
=7 i3 List Displays

I[<10»]

i E3 By Account Assignment
2 MSRV2 - By Service
) MELB - Transactions per Tracking
£ MESW - Resubmission
2} MESR - Archived Purchase Requis
> [ Follow-On Functions
[ [ outline Agreement

Dl <[]
|

[«][»]]

16
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Selecting The Report

1. Narrow your search. In this example we are pulling up all open
requisitions created by a particular buyer (purchasing group).

2. What you choose to enter in the “Scope of List” field will determine how
you will view the report. The most common views are “A” (3 —line + n
special and “ALV” (ALV grid control). Both views will be demonstrated.

Once you finish limiting your search, scroll down to the bottom of the screen for
additional selection criteria.

List Display of Purchase Requisitions

@ &= &

&
coo ! R
Restrictions. 52
= =
CIECEEEE] RS
A ;

2 3ine +n special || \ =)
[ALV grid control | =
2-line +n special =
2-line + 2 MRF list =

2-line + 2 stockirg. -
2-line + 2 purch.dt. |} | £

1-line | E
1-line + stockirgts. | [«]|| L
— A5
5

17
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Selecting The Report (Continued)

3. Continue to narrow your search as needed. In this example, the cost
center was entered.

4. Click the dynamic selections icon to narrow the report by purchasing
organization (Business Area).

List Display of Purchase Requisitions

5. Click the arrow next to the Purchase Requisition folder to open.

%) 3|1 B c@e 3l
List Display of Purchase Requisitions

Purchase Requisition
B “tion Account Assignment
5

18
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Selecting The Report (Continued)

6. Scroll down to “Purch. Organization”. Click on it to highlight and click the
black arrow. NOTE: You can use any selection on the list to narrow your
search.

Frogram Edit Goto Systern  Help

& B IH e 8 HE
List Display of Purchase Requisitions
® & )
E@ : :'I, 6 —
Partial il |

Goods receipt
GR non-valuated
Invoice receipt
Desired vendar
Fixed vendaor

Purch. doc. category
Outline agreement

E1(Y

7. The “Purchase Organization” field appears on the right side of your
screen. Type in the purchase organization and click enter.

] €GQ SHE ODLHO FE @m
equisitions

Dynamic selections
Purchase Requisition
Purch. Organization BE1D

7

8. The dynamic selection button now shows 1 active.
9. Click the execute icon to continue.

Frogram Edit Goto System Help
RN = BRI R
List Display of Purchase Requisitions

@; == adive‘ﬁzlJ_s

¥ Dynamic «

9 — ]

‘ l invoice H By
| s T e Purrh

19



Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Viewing The Report

The “List Display of Purchase Requisitions” Report gives a list of all open lines

meeting your search criteria. The report will list the quantity requested on each
purchase requisition, and if any quantity has been ordered against a particular

purchase requisition.

1. Purchase Requisition number 1000000691 displays that 48 balance balls
were requested but none have been ordered.

2. Purchase Requisition number 1000000693 displays that 100 cases of
batteries were requested and a purchase order was created for 50 cases.
That leaves 50 cases left on the purchase requisition.

NOTE: This view is the “A” (3 — line + n special).

st jit Goto Environment System Help
] BAH CE@ BHRER BNLH BE @
List Display of Purchase Requisitions
& [E Assignments | |[B] Senices

Material Short text PGp Mat. gp.
Requisn. Item Requested gty. Un Deliv. date Reguester Pint SLoc
S EER DTy T-A Ordered qty. Un Release date Trackg . no. SP1. MC
1191008269 BALANCE BALL coa 20508
1080608681 0EE10 48 EA D 03/82/20808 trisha ggag
N R X NB K Q272712008 PNORR
Desired vendor 100008192 The Mad Hatter
110100269 BALANCE BALL coa 20500
1000000692 QoE10 48 EA D 03/02/2008 trisha 99499
N R X NB k A2/27/20068 PNORR
Desired vendor 10680088192 The Mad Hatter
110108116 Batteries for Phasers coa 45006
1080000683 00010 108 C5 D 03/02/2008 trisha goag
B R 2NB K 50 CS [2/27/2008 PNORR
Desired vendor 108088065 Friends of the Earth
Last PO 4500800625 ARG18  ditd 81/19/2008
[ 191808264 BUNGEE WORKOUT SYSTEM caa 208508
1080000684 00E1A 75 EA D 02/02/2008 trisha goag
B R 2NB K 35 EA B1/36/20068 PNORR
Desired vendor 108080068 Target
Last PO 45000006268 AR0168  dtd @1/10/2008
118100077 Antigue caa 42501
1000000685 00R10 50 EA D 03/82/20068 trisha goag
B R 2NB K 25 EA 02/27/20068 PNORR
Desired vendor 108080868 Target
Last PO 4500000627 OBE1E  dtd @1/19/2008

20
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“List Display Of Purchase Requisitions” Drill Down

1. Double click on the document number that you wish to view.

3 qm@algm&m@@@@ll@w

List Display of Purchase Requisitions
& Assignments Services

Material
Requisn. Item
SCROTy. TA

Short text
Requested qty. Un Deliv. date

Ordered qty. Un Release date Trackg.no. SP1. MC

[]16100269
1000000691 00014
N R X NB K
Desired vendor

[]1@180269
1000000692 00014
N R X NBE k
Desired vendor

110100116
1000000693 00a1A

E R {NE k
Desir dor
Last

[]1@100

1000000694 00014
ER 2 MNE K
Desired vendor

BALANCE BALL
43 EA D 03/02/2006
B2/27/2006
180088192 The Mad Hatter
BALANCE BALL
48 EA D 03/02/2006
B2/27/2006
100088192 The Mad Hatter
Batteries for Phasers
188 Cs D B3/02/2006
50 CS B2/27 /2006
100080065 Friends of the Earth
4500000625 000108 dtd 81/19/2006
BUNGEE WORKOUT SYSTEM
75 EA D 02/02/2006
35 EA B1/30/2006
100000868 Target

PGp Mat. ap.
Requester P1nt SLoc

coa 80500
trisha 9999
PNORR

Cioa 20508
trisha 9999
PNORR

cog 45608
trisha efee]e]
PNORR

coa 20508
trisha 9999
PNORR

Once you are in the purchase requisition, click on the “Quantities/dates” tab. This
will show you the quantity requested, quantity ordered and the open (not yet
received) quantity. Next, click on the “Status” tab.

Purchase requisition

Edit Goto Environment Sy

R | | e S

Display Purch. requisition 1000000693

Document overview on | D

20 | Personal setting

Helease strategy

Release Indicator

UT Under 1,000 u1 |Under 51,UUU | W |

2 RFQpurchase order

=] j|&?m]$|a||a B EERERERICIREREEEETS
[B[st-| tem|a Material  ~|Shorttext Quantity|Unit| | Delivery date | Matl grou
10K 10100116 |Batteries for Phasers 100 |CS |D|03/02/2006 |BATTERI
L[] [
B item [10]10100116 , Batteries for Phasers B [alw

Material data

Cluantity
CQuantity ordered

Open quantity
| I T P

CQuantities/dates k Waluation k Account assignment k Source of supply k 5

100 Cs Delivery date D 03/82/2006
50 Cs Req. date B1/19/2006
50 cs Release date 02/27/2006

LT B B o
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

“List Display Of Purchase Requisitions” Drill Down (Continued)

The “Status” tab shows the PO that was created and released, and the quantity
ordered. You can also view the quantity ordered. You can drill down further to
the PO document by double clicking on the PO number.

Purcha

se requisition Edit Goto Environment System  Help
B H @ SHE STLas BE @6
Display Purch. requisition 1000000693

Document overview on | 0O % qﬁ”| Personal setting

mElEdoE IHTulLdudl = RGP LI daE BTdsl

= T a|‘§'|tﬂ|$|ra||||ia| = aleo@al==z)| ]| B 2] 5| &t vaes
Item | A Material *|Short text CGuantity| Unit| C|Delivery date |Matl group  |Flai
|_ 10K 10100116  |Batteries for Phasers 100 |C5 |D|03/02/2006 |BATTERIE.. |Ref

K| [
B item (10110100116 , Batteries for Phasers B [alw
Material data k Cluantitiesidates k Waluation E Account assignment k Source of supply " Status k

Processing stat PO created; El  Ordered 50 Cs Release Comple
Block Mot blocked

NEEINEE |ﬁ|@| EEEE |Eaia|ﬁ|ia||]j
Doc.catLT™|Purch.Doc. | Itern|Short text 4 Quantity| OU
Purchase ...|4500000... = 10|Sched.line 50 (CS
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

This is transaction “MESA” in ALV grid control view. You can still drill down to the
documents. This screen makes it easier to import into an Excel spreadsheet.

@ 2 dH e DHE DDLn BE @
List Display of Purchase Requisitions
FAFE BHE OODCAT el BdEw B B E

Item|S |De|et.ind.|| |r\ |Materia| |Sh0rﬂex‘t |Quantity|Unit |c |De|iv.date |Mat| group|PIam |SL

Purchase requisition 1000000691 [=]

N | O] [K [10100268 [BALANCE BALL | 4e[eA [D  [o3mz/2006[80500  [9999 | @
Purchase requisition 1000000692

o [ ] [K  [10100269 [BALANCE BALL | 48[EA [D  [02/02/2006[20500  [9999 |
Purchase requisition 1000000693

0B [ O ] [k [10100116 [Batteries for Phasers | 1o0[cs [p  [03/02/2006]45006  [9999 |
Purchase requisition 1000000694 =

0B [ O ] [k [10100264 BUNGEE WORKOUT SYSTEM|  75[EA [D  [02/02/2006[80500 [9999 | |l
Purchase requisition 1000000695

1D|EI | (] | |K |1D1DDDTT|Antique | 50 |EA |D |03x02f2005|42501 |9999 |
Purchase requisition 1000000696

10 | O | [k [10100068 [aguariums | 25[eA [D  [03/02/2006[04000 [9999 |
Purchase requisition 1000000697

we [ @O ] [K  [10100116 [Batteries for Phasers | 1ofcs [p  [02/02/2006]45006  [9999 |
Purchase requisition 1000000698

0B [ O ] [k [10100116 [Batteries for Phasers | o90[cs [p  [03/02/2006]45006  [9939 |
Purchase requisition 1000000699

0B [ O ] [k [10100116 [Batteries for Phasers | Bojcs [p  [03/02/2006 45006  [9999 | |
Purchase requisition 1000000700

10 [ 1 | [k 110100264]BUNGEE WORKOUTSYSTEM! _ 701EA ID _ [02/02/2006/80500 (9999 [ (7]
D [ |[«][+]

| |>|E|'R{1:|(510:| sapeqs | INS %
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Report For Open Purchase Requisitions — Transaction ZOPENREQ

Menu Path: Special Transactions & Reports (State of Arkansas)>Materials
Management>Purchasing>ZOPENREQ.

This custom report provides users with account assignment information not
displayed in MESA. Displayed in the report are the Fund, Funds Center and
Commitment Item; however, it does not have drill down capability.

Edit Favorites

Extras Help
ald BICa& O RE
SAP Easy Access AASIS MENU

BE 2B 2| v a

Systermn

Menu

[ [ Favorites
= i3 SAP menu
b (7 Office
[ [J Logistics
[ (1 Accounting
> [ Human Resources
[ [ Information Systems
2 3 Special Transactions & Reports (State of Arkansas)
< 3 Materials Management
= =3 Purchasing
g ZW02 - Determine MNext Collective Number AQ
) ZWQO - Change RFQs Related to a Collective Nur
@ ZM02 - Automatic Application of Vendors to an RFF
1) ZPSC - Professional Senice Contract
@ ZMINOR: - Vendor Minority Report
2 ZMVENDORLABEL - Vendor Address Label Print
1) ZPOVP - Purchase Order Vendor Payment Report
@ ZOPENREQ - Report for Open Requistions
Ef) ZPO_OPEMN_IMNVY - Purch Orders with Open Inuoicer

|[«]»]
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Selecting The Report
1. Narrow your search. In this example, enter the purchasing group number.
2. Leave the “Open only” box checked. Scroll down to continue.

Program Edit Goto System Help

@ 3 4B eae LEER ST L8 BE @m
OPEN REQUISITIONS

@ [ )2

Purchase requisition to
Furchasing group coo ta H
Material to =
Material group 1t
Requirement tracking number to

General selections 2
Max. no. of hj
En only

[1Released only
["1Assigned, open, and released
[1Released only
["1Assigned, open, and released

3. Take the “X”’s out of the “Purchase requisition closed” field and the
“Deletion Indicator” field. The report will not include purchase requisitions
that have been closed or deleted.

Take the “N” out of the “Processing status of purchase” field.

Enter your Business Area, in the “Purchasing organization” field.

Click “Execute” to continue.

4.
5,
6.

Frogram Edit Goto System Help

B EOIE TG EREE

OPEN RE{d ¢ BITIONS
=

Frogram selections

Mame of requisitionerireques to
Requisition (request) date to
Item number of purchase requ to
Purchase requisition documen

Purchase requisition closed X@%__:;L
Purchasing organization 5 BE10 to
Account assignment cate! to
Deletion indicator in purcha X

Processing status of purchas N —<iz

Plant 4 i: 9909 to

Main asset number to
Asset sub-number to

Mirdar numbhar tn
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Viewing The Report

This report does not have drill-down capability. You can view the purchase
requisition number, purchasing group, requisitioner, purchasing organization,
tracking no., account assignment, plant, quantity requested, unit of measure,
valuation price, currency, “per each” column and the requisition date. Scroll to the
right to view the rest of the report.

st Edit Goto Views Seftings System Help
V] BdH Q@@ BHE S0L0 BE @
OPEN REQUISITIONS
TN AT B QOCTHATHE B @
OPEN REQUISITIONS
Furch.req. FGr  |Requisnr.|POrg |TrackingMo|A  |Pint Oty requested|Un zValn. price|Curr.  |Per|Req.date Asset
1000000000 CO0  |pnorr 0610 |TRAINING |K (9999 10.000 |EA 2.00 (UsD 1 (1273142003 E|
1000000002 |CO0 |training |0610 |PMORR K |9999 20.000 |EA 75.00 |USD 1 (01022004 El
1000000003 |CO0  |training |0610 |PMNORR K |9999 20.000 |EA 4500 |USD 1 (01/02/2004
1000000004 |CO0 |training |0610 |PMORR K |9999 20.000 |EA 300.00 (USD 1 (01022004
1000000005 |CO0  |training |0610 |PMORR K |9999 2.000 |EA 234.00 (USD 1 (01/02/2004
1000000006 |CO0 |training |0610 |PNORR K |9999 15.000 |BOX 11.00 |USD 1 (01/02/2004
1000000007 [CO0  [training 10610 IPMNORR K 19999 15.000 [BOX 14.00 IUSD 1 101022004

When you scroll over you can view your account assignment information. You can
view if there is an asset, asset sub-number or internal order number associated with
a particular purchase requisition. You can view the g/l account, business area, cost
center, WBS element (if on the requisition) and the budget quad, which consists of
commitment item, fund, funds center and functional area.

Seftings System Help

& 2l @ e S/ M Ohasn BAE @M
OPEN REQUISITIONS
& a9 8% &l

M <T @A T &0 EEE | |

OPEN REQUISITIONS

Req.date Asset  |SMo. Order | G/L acct BA Costctr | WBS element| Commitment itm|Funds ctrlFund FA
1213112003 5090015000 (0610 |383210 502:00:02 272 HSCE101 |ADMM E|
01/02/2004 5090030000 (0610 [383210 502:00:02 272 HSCE101 |ADMM El
01/02/2004 5090015000 (0610 (383210 502:00:02 272 HSCE101 |ADMMN
01/02/2004 5090030000 (0610 [383210 502:00:02 272 HSCE101 |ADMM
01/02/2004 5090006000 (0610 (383210 502:00:02 272 HSCE101 |ADMMN
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Display List Of GR/IR Balances — Transaction MB5S

Menu Path: Information Systems>General Report Selection>Materials
Management>Inventory Management>Display List of GR/IR Balances

This report will let you view a list of your Goods Receipt/Invoice Receipt (GR/IR)
balances.

stem

Menu Edit Favorites Extras 5 Help

3dEH e DHE Hnoa El
SAP Easy Access AASIS MENU
BE S ®B 2| v

2 = Inventory Management
1) MB24 - Resemvations for Material
) MB25 - Reservations for Account Assignment
1) MBS1 - Material Document List
) MBS2 - List of Warehouse Stocks on Hand
) MB53 - Display Plant Stock Availability
1) MBS4 - Consignment Stocks
) MBSE - Analyze Batch Where-Used List
@ MBST - Build Up Batch Where-Used List
) MB58 - Consagmt and Ret Packag. at Customer
) MBI - Material Document List
@ WMBSB - Stocks for Posting Date
1) MBSC - Pick-Up List
) MBSL - List of Stock Values: Balances
2 MB5M - BBD/Prod. Date

1[4][+]
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' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Selecting The Report

1. Enter the purchase organization number.

2. Enter the purchasing group number.

3. The output can be restricted to documents created in a specific fiscal year by
entering the first PO created in that fiscal year. Double click in the
“Purchasing Document” field and select the symbol “Greater than or equal to”.

4. Remove the checkmark from the “Final delivery items also” box.
5. Click the “execute” icon to continue.

NOTE: You can run the report ME2N to locate the first PO number created in the
fiscal year for your business area. Run it by PO document date.

Program Edit Goto System Help
afdaOIeE@ S SN aa I EE G
List of GR/IR Balances

ed 5|

Database selections

Vendaor to
Purch. Organization L Bﬁmﬁ 1 to H
FPurchasing group coo ta H
Material to
Purchasing Document = Hsanaﬂaﬁgs@ﬁg B2
ltern H
Final delivery items also
] 4
Display ol
Layout

[ICleared items too
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Viewing The Report

The list shows purchase orders where Goods Receipt (GR) quantities and Invoice
Receipt (IR) quantities do not balance.

You can view the Purchasing Organization, Purchasing Group, Vendor, Purchasing
Document Number, Item Number, Received Quantity, Quantity Invoiced (the IR
quantity and amount will be zero if no invoice receipt was posted for items received),
Unit of Measure, GR Value, Invoice Amount, and Currency.

This information can be used to determine if errors have occurred in posting goods
receipts and/or invoice receipts or to determine open purchase orders where goods
receipts have been posted and agencies are still awaiting the vendor invoice.

You may double click on any PO line to drill into the PO display transaction to view
purchase order history associated with that line.

Settings

Environment Help

2 dH @@ SHE ahan 2E @

Systermn

List of GR/IR Balances

M4 r @B &F &8 =

POrg PGr Vendor

Purch.Doc. Item Fr. vendor Received quantity Quantity invoiced OUn GR value Invoice amount LC Crcy
B610 Cod 100800819

45600000747 18 a g EA g.e0 g.08 UsD
BE10 CEA 180800851

4500008715 18 13 13 EA 312 .80 312 88  USD
4500000765 10 ] 0 EA f.80 0.08 UsD
4500000766 1@ a 0 EA 6.e0 Q.08 UsD
45600000767 18 a g EA g.e0 0.8 UsD
4500008768 18 ] g EA B 60 0.68 UsD
4500008769 18 a g EA B .80 0.88 UsD
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Purchasing Documents Per Document Number — Transaction ME2N

Menu Path: Logistics>Materials Management>Purchasing>Purchase Order>List
Displays>By PO Number

Run transaction ME2N to find Purchase Orders with open goods receipts as well as
open invoices. This report does not contain account assignment information. Use
“Dynamic Selection” and “Selection Options” to narrow the search to identify all open
purchase orders. ME2N provides drill down capability.

Extras Help

BlaHS@ao SHEB ONOonlE

Menu Edit Favorites

SAP Easy Access
BE & BB 2| v

[ [ Favorites
= {3 SAP menu
I [ Office
D (3 Cross-Application Components
=7 i3 Logistics
< 3 Materials Management
= {4 Purchasing
= ‘=4 Purchase Order
> [0 Create
) ME22M - Change -
) ME23N - Display
@ MEZ24 - Maintain Supplement
@ MEMASSPO - Mass Maintenance
> (1 Release
=7 =H List Displays
2 MEZL - By Vendor
1) ME2M - By Material
> (3 By Account Assignment
1) ME2C - By Material Group
) ME2B - By Tracking Number

LIPS

@ ME2W - By Supplying Plant
1) MELE - Transactions per Tracking Number

raleal
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' Open Commitments: Purcha

Selecting The Report

se Order and Vendor Invoice Clean-Up

1. Enter the Purchasing Organization.

2. Enter the Purchasing Group.
3. Place the cursor in the “Selecti
(drop-down button) to search.

on parameters” box and click the match code
Select “TRECHUNG”. This will exclude all PO’s

which have been completely receipted and invoiced.
4. Click the Dynamic Selections Button to continue.

Program Edit Got

h [ ]E[ Choose. .

Restrictions |

—————

-\
Furchasin iment —_— — —— ——————— ——————— —— |
F’urt:hasinljinizaﬁon } 8618 v EIEH-

Scope of list BEST

Sel.param. “|Descr. of selection parame...

Selection parameters

Document type

Purchasing group z!> coo
Flant

Iltem category

Account assignment category

Delivery date Ei>

Walidity key date

A-ERLEDIGT Closed RFQs

A-OFFEN Cpen RFQs

AVIS Open notification quantities
GROB Rough GR

GUTSCHRIFT Invoices exist

M-OFFEN Open target quantity
R-ERLEDIGT Mo open invoices

RECHMUMG [Open invoices

W-OFFEN Open target value

The report should include purchase orders in which the items have not been deleted
or the final invoice and delivery complete indicators have not been set. To select
these fields, open the Purchasing Document item folder. Click on “Deletion

indicator”. Hold down the control key

and click on “Delivery completed” and “Final

invoice”. (You will have to scroll down to find “Final invoice” and “Delivery

complete”). All of these items should
to the right to continue.

Program Edit G

@ 100 @@e C

Purchasing Documents per Document N\
% [ )2( choose...

PN Furchasing Document Header
2 5 Purchasing Document ltem
Purchasing Document
Item
Deletion indicator
RFQ status
Last changed on
Short text [=]
Material [~

be highlighted. Click on the black arrow facing
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' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Selecting The Report (Continued)

Place the cursor in the “Deletion indicator” box and double click. A pop up box will
appear. Select “not equal to”, green check, and then type an “L” in the “Deletion
indicator” box. This tells the system that you want to see purchase orders that have
not been deleted.

BldH @@ | SEEIODO8|FEE @R

thasing Documents per Document Number

4 ]5[ Choose...

ﬂ Dynamic selections

:._,_”. Dieletion indicator ml FPurchasing Document Item

2ur | Se..|Description Deletion indicator

% Single value Delivery Completed

% Greater than or equal to ] Final invoice

% Less than or equal to

£ Greater than

= Less than

= Mot equal to ﬂ

= o

sing to

sing to =5

if lis -

| [ D] to

snt | @ Select |‘Emludefmm selection | to =

sing to
W Delete Row [ 38 & B

Repeat the selection options/not equal to process in the “Delivery completed” and
“Final invoice” boxes, except this time place an “X” in each box. This will eliminate
any PO that has had “Final Invoice” and “Delivery Complete” indicators set. Execute
the report to continue.

Program Edit Got

@ 200 @@® DUE Dnon O @

Purchasing Documents per Document Number
5 [ )2 3 active  Choose..

Dynamic selections

Purchasing Document ltem

@ Furchasing Document Header

[» [ Purchasing Decument ltem Deletion indicator HL
Delivery Completed X
Final invoice E >q
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Viewing The Report

The report will only include current open purchase orders. Since this is a drill down
report, you can double click on a purchase order number to view the actual
document.

From this report, you can see the status of the POs listed on the report. For
example, if the purchase order shows that there are no more materials still to be
delivered but still some to be invoiced, then you should examine the date of the
purchase order and the date of the receipt. If sufficient time has passed for the
vendor to have sent an invoice, then you should check with the Accounts Payable
team to see if the invoice was paid using a direct invoice (FB60). If no invoice was
received then the vendor should be contacted to obtain the invoice for the purchase
order.

NOTE: If the vendor invoice was paid through transaction FB60, you will need to
delete the MM documents, starting with the Goods Receipt, and going all the way
back to the requisition.

Reversing a Goods Receipt for an asset will reduce the value of the asset. If
reversing due to payment through a FB60, then an expense error correction would
be needed to restore the value to the asset. Contact your Asset Management
Specialist.

List Edit Goto Environment System Help

1 eEQ CHE DDOD I BEE
Purchasing Documents by Document Number

&1 @@ Print preview PO history Changes Delivery schedule Sernvices

PO Type Vendor Name PGp Order date
Item Material Short text Mat. group
DI APInt SLoc Order qty. Un MNet Price Curr. per Un
[OeE18 10108286 CALCULATOR 47508

k 9084 43 EA 3.30 UsD 1 EA
5ti11 to be delivered 24 EA Fo.200 USD 50.00 %
5ti11 to be invoiced 24 EA 79.200 UsD 50.008 %

4500006719 NB 100008119 CORPORATE EXPRESS Coa 81/268/2006
[OeE1e 18100286 CALCULATOR 47508

k 9084 53 EA 3.30 UsD 1 EA
5ti11 to be delivered 25 EA 82.50 UsSD 50.00 %
5ti11 to be invoiced 25 EA 82.50 UsSD 50.00 %

45000060720 NB 100008119 CORPORATE EXPRESS Coa 81/268/2006
Qoee1e 10100286 CALCULATOR 47508

k 9084 63 EA 3.30 UsD 1 EA
5ti11 to be delivered 34 EA 112 .20 USD A0 08 %
5ti11 to be invoiced 34 EA 112 .20 USD 50.00 %

45000068721 NB 100008275 Gumshoes, Inc. Coa 81/268/2006
Qee1e 10100075 Alarm 49608

k 9084 28 EA 5@.80 USD 1 EA
5ti11 to be delivered 18 EA 508 .80 USD 50 .08 %
5ti11 to be invoiced 10 EA 508.80 USD 50.00 %

4500000722 NB 100008275 Gumshoes, Inc. Coa e1/268/2008
Qee1e 10100075 Alarm 49608

k 8984 15 EA 50.80 USD 1 EA
5ti11 to be delivered 7T EA 350 .80 USD 46 67 %
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

As with ME5A you can change the way you view the report.

“‘BEST” will default in the “Scope of list” field. This will bring up the view that is on
the previous page.

Program Edit Goto System Help

BldH @R BHE fLLa8 BAE @
Purchasing Documents per Document Number

> [ J2(  Choose..
Restrictions | N

Furchasing document |= =
Purchasing organization Q10
Scope of list BEST W | DA ll“ H@ Ql@_ll
I T List scope | Description of scope of list
Document ype ALLES Ever].rthujg possm.le [«]

b ANFR RF Qs with collective no. [+
Purchasing group Leo ARCHIV Archive analyses ]
Plant AVIS POs with notified quantity
Item categary BAMNF Purchase requisitions
Account assignment category BEDNR Tracking no. as special line
Delivery date BEST Purchase orders B
Validity key date : BEST_ALY  Purchase orders with ALV grid
Range of coverage to DEFAULT  Defaultvalue
Vendor EINT Schedule lines in basic list |
Suppiying plaat ENTRY Entry lists (=]
\ateria| ENTRY Senvice entry 1 [+]
e — [«[»]] [ D)
TasmETiaEs 22 Entries Found

—

If you enter “BEST_ALV” in the “Scope of list” field the display will look as follows:

Environment Settings System Help

BldH @@ DEHE DDO0 HE @
Purchasing Documents by Document Number
@ AT F 8% A 8TEHT I EEE| | PritPreiew T

ItemlType |Cat |F'Gr |F'OH |Doc.date |Vend0rfsupplyingp|ant |I'u'|ateria| |Sh0rttext
Purchasing Document 4500000719
10[Ne [F [coo [If [01/20/2006[100000119 CORPORATE EXPRESS [10100286 CALCULATOR
Purchasing Document 4500000720
'1[J|NEI |F |cuu |]§j |u1r2m2005|1uuuuu119 CORPORATE EXPRESS |1u100235|CALCULATOR
Purchasing Document 4500000721

1D|NEI |F |cun |]gj |u1r2m2005|1unuun2?5 Gumshoes, Inc. |1D1DUD?5|AIarm
Purchasing Document 4500000722

1[J|NEI |F |cun |]gj |01r2m2005|1000002?5 Gumshoes, Inc. |1D1DDDT5|AIarm
Purchasing Document 4500000723

'1U|NEI |F |cun |]:r_| |u1r2m2005|1000002?5 Gumshoes, Inc. |'1U'1UUD?5|AIarm
Purchasing Document 45000007 24

1[J|NEI |F |cuu |]§j |u1r2m2005|1000002?5 Gumshoes, Inc. |1U1UDD?5|AIarm

Purchasing Document 4500000725



Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Purchase Orders With Open Invoice Report — Transaction ZPO_OPEN_INV

Menu Path: Special Transactions & Reports (State of Arkansas)>Materials
Management>Purchasing>Purchase Orders with Open Invoice Report

This report lists purchase orders for which goods receipts have been posted with no
corresponding invoice receipt (MIRO). Possibly there is not corresponding invoice

receipt because Transaction FB60 was used by mistake. Check with your agency’s
Accounts Payable person.

This report looks at large amounts of data, so users should be specific in making
report selections (run by cost center, if possible).

systern  Help

BAH O SHR anonlEl
SAP Easy Access AASIS MENU

BE & & 2| v a

Menu Edit Favorites

[ [ Favorites
< 5 SAP menu
[ [ Office
> 1 Logistics
[ [ Accounting
[ [J Human Resources
[ [ Information Systems
% Special Transactions & Reports (State of Arkansas)
=7 {4 Materials Management
=7 {4 Purchasing
fZ) ZW02 - Determine Next Collective Number AQ
@ ZWQ0 - Change RFQs Related to a Collective Mumber
@ ZM02 - Automatic Application of Vendaors to an RFP/RFQ
g ZPSC - Professional Senice Contract
@ ZMINOR: - Vendor Minority Report
@ ZMVEMDORLABEL - Vendor Address Label Print
@ ZPOVP - Purchase Order Vendor Payment Report
Ea ZOPENREQ - Report for Open Requistions

[+1[r]

) ZVENDBANK - Vendor bank detail
g ZVENDTAXID - Vendor Tax Id Search I:
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Selecting The Report

In this example, search criteria are purchasing organization, cost center and
commitment item. Note the other options and the option of searching by range or
multiple selections.

Execute to continue.

Goods Receipts that have not been invoiced.

@

Selection Criteria to be used for processing. -
Purch. Grganization 6610 to =]
Purchasing Document to E
Material to
Cost Center 383201 to =7
Asset to E
Sub-number to @
Order to =
WBS Element o B
Fund to @
Funds Center to o2
Commitment item 502:08: 62| E
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Viewing The Report

This report will display the purchase order and material document numbers, the
posting date, quantity, amount, business area, cost center, internal order number (if
applicable) and the functional area.

Scroll to the right to continue viewing.

System

H e BHE “0o0 BAE @
Purchase Orders with Open Invoices
FAFE B O TLE BEad | H

Purchase Orders with Open Invoices

Purch Doc “|item *|Mat Doc Item Mbr|Fost Dt CQuantity| Doc. Amount|BA | Cost Cir Order |FA ]
4500000367 (00010 | 5000000386 (0001 10M8/2004|  6.000 T72.00 |0610|0000383201 ADMM
4500000368 5000000385 )|0001 10M18/2004| 8.000 320.00 [0610|0000383201 ADMM
4500000369 5000000384 0001 10M8&/2004| 2.000 1,750.00 (0610000038320 ADMM
4500000370 5000000383 |0001 10M8/2004| 3.000 43500 [0610|0000383201 ADMM
4500000371 5000000382 )0001 10M8/2004| 4.000 796.00 [0610|0000383201 ADMM
4500000372 5000000381 |0001 10M8/2004| 4.000 3,940.00 (0610000038320 ADMM
4500000373 5000000380|0001 10M8/2004| 4.000 800.00 [0610|0000383201 ADMM
4500000374 500000037910001 101820041  4.000 383.96 [061010000383201 ADMM

This report will also display the asset or sub-asset number (if applicable), fund, funds
center, commitment item, WBS element (if applicable), G/L code, tracking number
and requisitioner.

Remember, you cannot drill down from this report.

Systemn

Help
B AHeEe LRE SO0 EAE @D
Purchase Orders with Open Invoices

@ AFE 3 BTl B<Ew @

Purchase Orders with Open Invoices

Purch Doc “|item *|Asset Sub-Asset Fund Funds Ctr| Commitrment Itern| WBS Elernent G/L REC. Tracking # ReqL
4500000367 00010 HSCB101|272 5020002 00000000 5090007000 |BLOCK adva |E|
4500000368 HSCB101|272 5020002 00000000 5090020000 |BLOCK aclvaIE‘
4500000369 HSCB101|272 5020002 00000000 5090016000 |BLOCK adva
4500000370 HSCE101 (272 5020002 00000000 5090020000 |BLOCK adva
4500000371 HSCB101|272 5020002 00000000 5090016000 |BLOCK adva
4500000372 HSCB101|272 5020002 00000000 5090015000 |BLOCK adva
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Purchase Order Vendor Payment Report — Transaction ZPOVP

Menu Path: Special Transactions & Reports (State of Arkansas)>Materials
Management>Purchasing>Purchase Order Vendor Payment Report

This report will assist you in troubleshooting to find mistakenly entered direct vendor
invoices (FB60) that were intended against purchase orders and should have been
created with a logistics vendor invoice (MIRO).

This report can be selected by purchasing organization or vendor. The report
displays purchase orders and payments to vendors selected if the vendor selected
has existing purchase orders. You will be able to pinpoint potential problems for
further investigation.

Favorites Extras  System  Help

Bl H C@n DHR ahag
SAP Easy Access AASIS MENU
BE I HEB 2| v a

Menu Edit

PSV1 - Training and Event Management -= Attendance - Attendance menu [«
@ {3 SAP menuj =
[ [ Office [

[ [ Logistics

[» [ Accounting

[ [ Human Resources

[ 1 Information Systems

< ‘= Special Transactions & Reports (State of Arkansas)

=2 {3 Materials Management
=7 {4 Purchasing

) ZW02 - Determine Next Collective Number AQ
@ ZWQ0 - Change RFQs Related to a Collective Number
@ ZMO02 - Automatic Application of Vendors to an RFR/RFQ
g ZPSC - Professional Senice Contract
@ ZMINOR: - Vendor Minority Report
@ ZMVEMDORLABEL - Vendor Address Label Print
@ ZPOVP - Purchase Order Vendor Payment Report
Eﬁﬁ ZOPENREQ - Report for Open Requistions

o
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Selecting the Report

1. Enter you purchasing organization and business area.

2. If the Company Code did not default into the report type “ARK” in the
“Company Code” field.

3. Enter the desired “Document posting date” range.

You may also run the report by “Vendor” or “Purchasing Document”. To narrow the
search without a specific vendor, use ranges 9990000-9999999 (AGEN) and
100000000-199999999 (VEND).

4. Click the “Execute” icon to continue.

Program Edit Goto System Help
2AH @@ OHE ODo0 EHE @
Purchase Order Vendor Payment Report

@ &

Purchase Order and Vendor Payment Report
Vendor to
Furch. Organization Q10 ta
Business Area o610 to H
Purchasing Document to H
Company Code ARK
Docurment posting date B1/01/2006 to B3-’15-’299’5|
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Viewing the Report

Each vendor is listed on a separate page. The vendor number and name is at the
top. Purchase Orders are listed first, followed by vendor payments. The Purchase
Order section has been split into two sub-sections: Goods Receipt and Invoice
Receipt.

The goods receipt is done through the MIGO, and shows the Purchasing
Organization, Purchase Order Number, date, and amount.

The invoice receipt is done through MIRO, and also shows the Purchasing
Organization, purchase Order Number, date, and amount.

If the amounts of the goods receipt and invoice receipt are not equal, you should
display the purchase order and make sure the final invoice and delivery complete
boxes are checked so that the GR/IR account can be cleared and any commitments
in the budget can be relieved.

System

Help
BAH CEQ SHE DD AR @0
Purchase Order Vendor Payment Report

ZMMPRREBE3_PO_VP Arkansas Administrative Statewide Information System DATE: |
ETR 518 Purchase Order and Vendor Payment Report PAGE
Vendor 108880011 Aerospace Glad Rags

Purchase Orders
Goods Receipt
Pur. Org PO Nbr. Posting Dt. Created by Amount PO Hist
0E1a 4500000828 B3/15/2008 PNORR 25 .60 E Goods Receipt

Invoice Receipt

Pur. Org PO Nbr. Posting Dt. Created by Amount PO Hist
0610 4500000828 B3/15/2006 PNORR 25.00 0 Invoice Receipt
gE18 4500000828 B3/15/2006  PNORR 25.08- 0 Invoice Receipt
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Vendor Line Item Display Report — Transaction FBL1N

Accounting>Financial Accounting>Accounts Payable>Account>Display/change line
item.

If you suspect that an invoice has been paid in error, FBL1N can be used to display
all transactions to a particular vendor. Selection for an agency without limiting the
vendor selection causes the report to run very slowly. Vendor selection is
recommended.

Menu Edit Favorites Exiras stem Help

BdH @ BHE aDoao) Bl
SAP Easy Access AASIS MENU
BE & EE 2| v

B [ Favorites
= =1 SAP menu
B [ Office
[ [_] Logistics
=7 {3 Accounting
=7 ‘3 Financial Accounting
> [ General Ledger
[» (] Accounts Receivable
< = Accounts Payable
[ (] Document entry
[ [ Document
< 5 Account
£ FKA0N - Display balances

I+10]

F) F-44 - Clear
[ [ Comespondence r
[ T PR

[
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Selecting The Report

Select the vendor/s that you wish to view.
1. In this example, the multiple selection feature was used to pull in more than
one vendor.
2. Type in the vendors that you wish to display.
3. Click the “Execute” icon.

Scroll down to continue the selection process.

ajdHIC@@ SEE 80O EHE @

Vendor Line ltem Display
@' [ ]E{ Data Sources

Vendor selection

Wendor account to 1 E\
Company code to IE
Selection u
Search he
Search st ©® Singlevals | ©@ Ranges h @0 Single vals k @O Ranges
Complex
| |o.single value [
Line item s 100000285 J
Status 100000308 [& —
:@:QDE
Open z
@) Cles
Clearir [+]
Open = ]
L]l I[«][¥]
0 ALt
3 . : :
TS D o o i Multiple selection.. | B3 [ 3%
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Selecting The Report (Continued)

4. In the “Line item selection” area, the report can be run to display just Open
items, just Cleared items or All items. You must select “cleared” and “all”
items by date.

5. Choose Normal items and Parked items.

6. Click the “dynamic selection” icon to specify your business area.

Program Edit Gt

tern  Help

BlaH @@ BHEE DDO0 BE
Vendor Line Item Display

& [ )2 Data Sources

\"
Line item § election

Stat‘ 6
(' Open items

Open at key date

() Cleared items

Clearing date to

Cpen at key date

@) All iterns %z

[ 5 Posting date B1/01/2006

_\ ype

Normal items

[] Special G/L transactions
[IMoted items

Parked items

[] Customer items

_

o  03/10/20063)

7. Enter your business area and make any other desired selections. Press th
enter key on your keyboard.

8. The report now shows one dynamic selection active.

9. Execute to continue.

Program ystem

Edit Ge Help
2 IR Ee BHE DL AR @
Vendor Line ltem Display

'i@ % J2[ 1 active Data Sources

\ J
8 = | DocumentNumber

9 |

Assignment

Fosting Date
Document Date
Currency
Jmber Document type

Busi Al 610
B usiness Area }D

Payment method

KR

ayee

e
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Viewing The Report

A document type of “KR” indicates that the invoice was created from FB60.
Document type “RE” indicates that the invoice was created from MIRO. You can
locate errors where document type “KR” (FB60) was used to pay for goods/services
that were purchased on a purchase order. For example, while investigating, you
notice that a vendor invoice for $78,000.00 was paid with Document type “KR”
(FB60). As the Procurement Specialist, you know that invoice should have been
paid for by the transaction (MIRO) because the purchase was done through the
procurement process.

This report also has drill-down capability.

List

Edit Goto Extras Environment Setings System Help
T dH CEe SHE ahon BRE @m
Vendor Line ltem Display

AP 2 B dEE | Tae B8 8%EME B

Status: B open O Parked @ Cleared
Vendor 100000285
Company Code ARK
MName Clouseau Disguise Co.
City ORLANDO
St| Type Doc. .Date |[Net due dt|Clearing |Amount in Tocal cur. |LCurr|DocumentNo
(1 E|RE B1/23/2006|02/07 /2006 44 08-|USD |51008160
* Account 100080285 452 .00-|UsD
Vendor 1000800308
Company Code ARK
Name Kim Hankypanky Construction Co.
City CABOT

S| Type Doc..Date |[Net due dt|Clearing |Amount in local cur. |LCurr|DocumentNo

[l HE|kR B8/23/2005(08/07/2805 78,000.00- (USD (1000000024

* Account 180000308 78,000.00- |USD
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Display Parked Document Report — Transaction FBV3

Menu Path: Accounting>Financial Accounting>General Ledger>Document>Parked

Document>Display.

There is a “processing status” section of this report that will let you make a selection
to just display “Parked as Complete” documents. This is a good report to run every

month to make sure that all “Parked as Complete” documents are posted in the

correct period.

NOTE: If you find a “parked as complete” document from a prior period for which
the date cannot be changed, you must contact the ASC help desk for assistance.

Menu Edit Favorites System He

aja H I @@ Sf
SAP Easy Access AASIS MENU

BE & B 2| v

[ [ Favorites
< 5 SAP menu
[ [ Office
[ 1 Logistics
< {3 Accounting
= 3 Financial Accounting
=7 {4 General Ledger
> [_] Document Entry
= 3 Document
1) FBO2 - Change
1) FBOY - Change Line ltems
1) FBO2 - Display
) FBO4 - Display Changes
1) FBRA - Reset Cleared ltems
=7 ‘=3 Parked Documents
) FBVO - PostiDelete
) FV50 - PostDelete: Single Screen Trans
1) FBV2 - Change
1) FV50 - Single Screen Transaction: Chan

f) FBV4 - Change Header

45



' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Selecting The Report

The Company Code and Fiscal Year should default. If they do not default, enter
“‘ARK” in the “Company Code” field and enter the current fiscal year.

1.

2.

If you know the number of the document you want to view, type it in the “Doc.

Number” field.

If you want to view several documents, click on the “Document list” button,
which also makes several other fields available.

Document Edit Goto

System  Help

ia dH eae

Display Parked Document: Initial Sci

Documentlist | &7 Editing Options

|

Key for Parking
Company Code ARK

Doc. Number | i
Fiscal Year 2006

You can narrow your search criteria by entering information in any of the

fields.
Enter your Business Area.

To search for “Parked as Complete” documents only, type an “X” in the

“Complete” field.
Execute to continue.

BlaHbIeE@ 80

List of Parked Documents
B [

1]

y code ARK te
nt number tc

Fiscal year 20606 tc

General Selections

Posting date te
Document date te
Document type tc
Reference 3 IF te
Document header text te

Entered by tc
Business area 4 0610 te

Frocessing Status
Enter release E!> tc
Complete X] tc

Released tc
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Viewing The Report

From the selections that were entered only one document meets the criteria. Double
click the document number to display.

List Edit Goio Seffings System Help

afjd HIGE
Display Parked Documents: List
FEEaESTHYT TEHTEH-E

St |SC.. |CoCdDocumentio| Year
ARK |ARK 1000000025 | 2006

We ask for only “parked as complete” documents. Remember, “Parked as
complete” documents should be posted within the period in which they were created.
The invoice date and the posting date are February, 3, 2006. This date tells you that
you should post this document in period “8”.

Document

Edit Goto Extras
2 dH @@ SR nnoan BR @m
Display Parked Vendor Invoice 1000000025 ARK 2006

& Treeon g7 Document g7 Editing options

Settings Environment Systemn  Help

iTransacin; Invoice o Bal. 0.00
Basicdata | Payment | Details | Workflow | Tax i O0E
Vendor
Vendar 180800252 Sp.GIL Address
Invoice date 02/03/2006 Reference 87654 Ab Blaster
Posting Date 02/03/2006 6 Pack Rd.
Documentto 1000080825 NEW ORLEANS LA 70112
Amount 100.080 usD [w] Calculate tax USA
] T 800-666-7766-99
Text
FPaymtterms 15 Days net Bank account
Baseline date 02/83/2006 MNaot available
Company Code ARK State of Arkansas Little Rock
Lot Mo.

1 lterns ( Mo entry variant selected )

[Eflst...|GIL acct Shorttext |DIC Amountin doc.curr. | Costcenter |Fund Bu... |Tax code |Order
DSBBEBBEDBD Office Suppl.Debit & 100 .00 (383201 HSCE101 6610
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Program For Parked Vendor Invoices — Transaction ZFI_PARKHELD_RPT

There is no Menu Path. Type Transaction ZFI_PARKHELD_RPT in the command
field.

This report will display Parked Vendor Invoices.

Menu Edit Favorites Extras System Help

& ||zrPererELDRPT B H @& D MR

SAP Easy Access AASIS MENU
BE & W& 2| v a

[» [ Favorites
< 5 SAP menu
[ [0 Office
[ Logistics
= Accounting
3 Human Resources
[ Information Systems
=] Special Transactions & Reports (State of Arkansas)
[ Tools

Ll v i i i v
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Selecting The Report

1. Narrow your search. In this example we entered “ARK” in the “Company
code” field.

2. Enter your business area.

3. Enter the fiscal year.

4. “KR” was entered in the “Document type” field. “KR” means a direct vendor
invoice.

Scroll down to continue.

Program Edit Goto System Help

B dH @ SHEHE Bnoan Al
Report program for parked Vendor invoices

3 —
) 1
PARKED DOCUMENTS REFORT /'—

Company code ark

Business area Q610

2]
3
Accounting document number to
Fiscal year 20606 ta

Document type krﬁ
Reference document number )

Document status to
Document date to
Posting date to
Entered by to
Entry date to
Entry time 00:06:60 to 00:00:00

5. “Vendor Credit balances” will default. Leave as is.

Execute to continue.

Vendor Credit balances @) —

Invoice Line ltermn details O

K10
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Viewing The Report

This example shows that there is one parked document. The document was entered
into AASIS and parked on February 3, 2006 at 10:03.17. The document was
entered by the user “pnorr” and the document number is “1000000025”. You can
view the Ref. Doc. Number. The posting key “31” = Credit to the vendor and the
posting key “40” = Debit to the expense. “H” stands for credit and “S” stands for
debit.

Scroll to the right to continue.

System  Help
S BHE OhOoa AR @m

Report program for parked Vendor invoices

FNAFTF B O BTl Bdd| @

List Edit Goto Views

Doc. Date Entered by Fosting date |Entered date |Entered Time Document Number Ref Doc Number Itm|PK|...|Bus
02/03/2006 |PNORR 02/03/2006 |02/032006 |10:0317 1000000025 87654 1|31|H|061
02/03/2006 |PMNORR 02/03/2006 |02/032006 |10:03:17 1000000025 A7654 1|40 (5061

00:00:00 1 documents

The business area is 0610. You can view the fund, funds center, amount, company
code, cost center, order number and WBS element if applicable.

Continue to scroll to the right.

List Edit Goto Views Seftings Systemn Help
SOQ SHE D008 AR @m
Report program for parked Vendor invoices

FNAFTF B O BTl Bdd| @

Bus..|Fund Fund Center Commitment ltem Amount| COAr | Cost center |Order Number |WBS Ele... |
0610 100.00
0610 |HSCE101 272 100.00 |ARK |383201

0.00

You can view the G/L code, cost object, Sp. G/L assignment, vendor number and
vendor name.

ystern  Help
24 H @ SHE o0 BRE @
t program for parked Vendor invoices
FEIE QO OCHT iy HaE | O

GILAC NGO |...|Cost Object Sp. GIL assignment Yendor Mum |Vendor Mame
0100000252 |Ab Blaster

5080006000
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Open Item AP Report — Transaction ZOPENITEMAP
There is no Menu Path. Type ZOPENITEMAP in the command field.

This report will display all AP items that have been posted but have not been paid.

Menu Edit Favorites

% | ZOPENITEMAP

Extras
B HIC@a BHEE a1
SAP Easy Access AASIS MENU

BE & EE 2| v

B [ Favorites
= =3 SAP menu
B [0 Office
B [_J Logistics
[» [_J Accounting
B (1 Human Resources
> (3 Information Systems
b E3 Special Transactions & Reports (State of Arkansas)
B 1 Tools

System  Help
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Selecting The Report
Narrow your search.

1. Enter the Document type. This report will show both direct vendor invoices
and vendor invoices that are associated with purchase orders.

Enter the fiscal year

Enter your business area

Enter payment method “W” and “A”. This will display open vendor invoices
that will pay with a warrant, or ACH.

S

NOTE: To see open credit memos, the document type will be “KG”.

Execute to continue.

Program Edit Goto System Help

B IR

ZOPENITEM_AP
@

Frogram selections

Accounting document number ) to
Document type KR to RE %I

Document date in document to
Fosting date in the document to
Accounting document entry da /Z to
Fiscal year 2006 to
Business area 0E1e

Account number of vendor or 3
Baseline date for due date ¢ to

Fayment method to
Fayment Block Key 4
Terms of payment key

ta

Assignment number

Fund to
User Name ta
GIL Account Mumber ta

Further processing options

() Mo further processing

[l
r
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Viewing The Report

You can view the fiscal year, vendor number, payment method, document number,
MM number, item number, assignment number, posting date, document date and
entry date. Scroll to the right to continue viewing.

System

Help
3dH CEe BHE Do BR @
Open item list for payment run

AT 2 O OCATL B d @A

Open item list for payment run

Year|Vendor FM  |Doc.no. MK Mumber|  Itm|Assignment Pstg date Doc. date Entry dte
2006 100000051 [} W 51000101 000161 001|00510001012006 (01/23/2006 |01/23/2006 |01423/2006
2006 (100000119 (W 51000103 000163 001|{00510001032006 (01/23/2006  |01/23/2006 |01/23/2006
2006 (100000118 |W 51000104 000164 001|00510001042006 (01/23/2006  |01/23/2006 |01/23/2006
2006 (100000118 |W 51000105 000185 001 |00510001052006 (01/23/2006  |01/23/2006 |01423/2006
FNNR NNNNN119 W RANNNANR NNN1RA NN INNEANNMANRZNNR N2 2UNNR M2 UNNA NAMRUINNAR

This report shows the Document Type as “RE”, meaning the invoice was posted
through the MIRO transaction. You can view the business area, amount, baseline
date, and payment terms. You can also view the reason code, payment method
supplement and payment block (if applicable). You can view the fund, the user
name and the G/L account number.

NOTE: Look at the “Payment Terms” column and the “Payment Block” column to
investigate why a vendor invoice has not paid. If the payment term of the document
is NT15 and it is before that time, the vendor invoice is not ready for payment. If the
document shows a payment block the document cannot pay until the block is
removed. The document may be blocked because of a set tolerance or because the
document is over $100,000.

System

Help
T dH eEe BHE nnoa BR @
Open item list for payment run

FNa&FF 2 G DSIETD0H B B

Open item list for payment rup

Doc. Type BA z Amount|Bline date d F'mtl'mFund USMAM Accha.

RE 0610 31200 (012312006  [NTOD HSCE101 |PNORR 2110001000
RE 0610 141.90 [0123/2006 [NT15 HSC6101 |PNORR 2110001000
RE 0610 79.20 |01/23/2006 |NT15 HSCE101 |PNORR 2110001000
RE 0610 8250 |01/23/2006 |NT15 HSCE101 |PNORR 2110001000
RE 0610 112,20 (01/23/2006  [NT15 H3C6101 |PNORR 2110001000
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Name

1. Actual Budget
Report

2. Open
Commitment
Items

3. List Display of
Purchase
Requisitions

4. Open Purchase
Requisitions

5. Display List of
GR/IR Balances

6. Purchasing
Documents per
Document
Number

7. Purchase Orders
with Open Invoice
Receipt

8. Purchase Order
Vendor Payment
Report

9. Vendor Line Item
Display

10.Display Parked
Document

11.Program for
Parked Vendor
Invoices

12.0pen ltem AP

REPORT REFERENCE GUIDE

Transaction Number

Y_DEV_80000046

ZCMT

MESA

ZOPENREQ

MB5S

ME2N

ZPO_OPEN_INV

ZPOPV

FBL1N

FBV3

ZFI_PARKHELD_RPT

ZOPENITEMAP

Purpose

Shows documents that are
holding your budget.

Shows documents that are
holding your budget.

Displays a list of all open
requisitions.

Displays a list of all open
requisitions.
Displays a list of your Goods

Receipt/Invoice Receipt balances.

Displays purchase orders with
open goods receipts as well as
open invoices.

Displays purchase orders for
which goods receipts have been
posted with no corresponding
invoice receipt (MIRO).

Will assist you in troubleshooting
to find mistakenly entered direct
vendor invoices (FB60) that were
intended against purchase orders
and should have been created
with a logistics vendor invoice
(MIRO).

Displays all transactions to a
particular vendor.

Displays “Parked” and “Parked as
Complete” vendor invoices.

Displays parked vendor invoices

Displays all AP items that have
been posted but not paid.

Pg.#
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16
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CHAPTER 3

DELETING AND CLOSING OPEN PURCHASE REQUISITIONS
In this chapter you will learn the difference between deleting and closing a purchase
requisition. You will also learn how to do each process.
If a purchase requisition does not have a purchase order attached to it, or if the
purchase order referencing a purchase requisition adds up to a quantity less than
that on the purchase requisition, the purchase requisition will remain open and
continue to commit budget.
Deleting Unwanted Requisition Lines
You may have created a purchase requisition that is no longer needed. In that case,
it is necessary to delete such requisitions in order to free up budget. A line can be
deleted as long as it hasn’t been converted to a follow-on document. Use
transaction ME52N (change purchase requisition) to delete these lines.

Change Purchase Requisition — Transaction ME52N

Menu Path: Logistics>Materials Management>Purchasing>Purchase
Requisition>Change

This transaction will allow you to delete a purchase requisition line.

Extras
ajdHICE& | D H
SAP Easy Access AASIS MENU

B % &2 - -

Menu Edit Favorites System  Help

> [ Favorites
= {4 SAP menu
B 1 Office
=7 4 Logistics
< {3 Materials Management
= ‘=4 Purchasing
[ [ Purchase Order
< {3 Purchase Requisition
) MESIN - Create
) ME&ZHN - Change
2 MES3N - Display
) MEMASSRQ - Mass Maintenance
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1. Click on the “Other Requisition” button.
2. Type in the purchase requisition number you need to delete.
3. Click the “Other document” button.

JH SO SHER DO HE @

Change Purch. requisitig 1 )00000693
| Document averview on || \E\ Personal setting

™

W =
1860000730 | @J

Description
01 Under 1,000 o

R EREE RGPS =TT

| lem|A I Material Shaort text CQuantity|Unit| C| Delivery date |Matl group  |Plant Stor. |
10 (K 10100116  |Batteries for Phasers 100 (S5 |D|0302/2006 |BATTERIE.. |Reference Pl
Reference PI...
Reference PI...

T 11 1T |

4. Select the line/s to be deleted.
5. Click the delete icon.

=5 | |
| Im ERIEBERIEEE R RGN EEEEEE
St | tem|A Maténm— Shaort text CQuantity|Unit| C| Delivery date |Matl group  |Plant Stor. | i
10 (K 10100078 | Aspirin 100 (BT |D|0320/2006 |DRUGIFHA.. | Reference PI...|
Reference PL... [+
[~

Reference PI...

L [ ]
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6. Click the “Yes” button to delete the line.

BB ICe@ ERE DDODI EE @
1ange Purch. requisition 1000000730

sevenon | 0 6| 68 B & personaseing

0 & 1900008730
E/Relea.sestrategy

‘group RO Requisition Code |Description Stat...
- strategy @1 Under 51,000 01 Under 1,000 o
‘Indicator
@z IR E )|
Item|A |1 6 livery date | Matl group
10K DRUGIPHA.
Yes Mo ¥ Cancel

7. There is now a trashcan in the status column of the requisition line.
8. Click the “Save” button to save the deletion.

TG CRE ODO0 HAE @
Change Purch. requisith— 00000730
| Document overview on | | \E\ | Personal setting

Release group RO Requisition Code |Description Stat...
Release strategy 81 Under $1,000 01 Under §1,000 o
Release Indicator 2 RFQpurchase order
g[m[az)al[e[we) (@] =)o@ )R] 5] 5] @t vees
St | tem|A r"‘— Material Shaort text CQuantity|Unit| C| Delivery date |Matl group  |Plant Stor. |
= 7 (10100072 Aspirin 100 |BT |D|03/20/2006 |DRUGIFHA. . |Reference PI...
I I Reference PI... [
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9. Note the message that the purchase requisition was changed.

K[|

NOTE: If you delete a purchase requisition by mistake you can restore it. Go back
into ME52N and bring in the document you wish to restore.

1. Highlight the line you wish to restore.
2. Click to the right of the “trashcan icon” and click again on Restore.
3. Click the “Save” icon

]
Change Purch. requ|isition 1000000730

ocument ovensowen | 0% ! b B @ porsona seing.
3

Reqto PO @ L]
Texts

4[]

Any... |

[E] Header note

2 [4][»] Continuous-tex.. &

' [alaas) al[Ba] ] D[6 s[@als: 5] 8] BIE0] [Bosesm]
St.| tem[a | Dpelete ort text Quantity|Unit| | Delivery date [Mati group | uaugmp Plant Stor. | i
A 10K  Restore rpm 100 [BT |D|03/20/2006 |DRUGIPHA. |Reference PI.
Reference PL... [«
[ ] | Reference PI.. [+
(D]l e [« [ ]
(10110100078 , Aspirin ol |a
Statne il
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4. You will notice the trashcan is gone from the “Status” box.
5. Also, you will see a system message that the purchase requisition is
changed.

Release Indicator X Blocked

= al%lmlmﬂ Za| =) Bl@a@a|Ea] )R] 6] @t vaes |
Sa‘... Itermn|A Material Short text Quantity| Unit| C|Delivery date |Matl group  |Plant Stor. |
10 |K 10100078 |Aspirin 100 |BT |D|03i20/2006 |DRUGIPHA...|Reference PI...|

In Release

[DIE_—"\ E— 1]

I@Puumemisionioooooommmged DlEIR{1]{510] ! sapegs | INS
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Closing Purchase Requisition Items

The following technique explains how to close purchase requisition lines that have
been partially cleared by a purchase order. This process is also accomplished using
transaction MES2N.

Change Purchase Requisition — Transaction ME52N

Menu Path: Logistics>Materials Management>Purchasing>Purchase
Requisition>Change

Menu Edit Favorites Extras

afja HIC@ & |
SAP Easy Access AASIS MENU
B HB 2| v a

> (] Favorites
7 i3 SAP menu
[ [ Office
< 3 Logistics
=7 3 Materials Management
=7 {4 Purchasing
[> 1 Purchase Order
= ‘=3 Purchase Requisition
1) MES1N - Create

1) MES3M - Display

) MEMASSRAQ - Mass Maintenance
LA = i T
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1. Click on the “Other Requisition” button.
2. Type in the purchase requisition number you need to close.
3. Click the “Other document” button.

JB @@ CHE D00 HE @5
Change Purch. requisition 1000000693
 Document oveniewon | | | %2/ &Y ‘En

| Req to PO T 1000000693
124

F
1000000731|[al
i Description
01 Under 1,000 o
E
) B|@e @l || 2] g 5] @t vaes
St | tem|A | Material Shaort text CQuantity|Unit| C| Delivery date |Matl group  |Plant Stor. |
10 |K 10100116  |Batteries for Phasers 100 |CS [D|03/02/2006 |BATTERIE.. |Reference PI... i
Reference PL... [«
Reference PI... [+
A e
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Go to the “Quantities/dates” tab in the item detail section of the PR.

It shows there is an open quantity of 25. To close put a checkmark in the
“Closed” box.

6. Click the “Save” icon.

o~

Edit Goto Environment System Help

HTIHCEd SRME 90080 [ @
Change Purch. reﬁon 1000000731
6

Purchase requisition

Daocurment overview on | [ % i Personal setting

ECIEC T T T VN T T =
B
= -IIEIW@I'LEIJ_IHIWIQIIIEI@I =] B]l@@elen] ) (2] 2] 0] doee vaes |
.| ltem A Iaterial “|short text Quantity|Unit| C | Delivery date |Matl group  |Plant Stor. | [
10 |K 10100077 |Antique 50 |[EA |D|03/200/2006 |DO MOT USE|/Reference PI...
Reference PL... Em
Reference PI... [+
[l 4 [ |L«][»]
Ilem [10] 'lD'IDDU;V.:\mique 3 EIE\
Material data ' Quantities/dates k Valuation k Account assignment k Source of supply k Status k Coma_.lhm
Quantity o EA Delivery date D 03/20/2006
Quantity ordered 25 EA Req. date 02/06/2006
Open quantity 25 ﬁ EA Release date [3/15/2006
[ Closed Pind dely time
GR proc. time
=]
[l I LoD

| I | 510 Pe| sapetr INS 7

”

7. The message will read “Purchase requisition changed”.

(=]
4]
Quantity 50 EA Delivery date D 03/20/2006 =]
[lr]l B[]
|@ Purchase requisition 1000000731 changed > [510 sapetr | INS 2
REMEMBER:

You have determined which purchase requisitions are still committing budget. While
some of the purchase requisitions are in the process of being completed, some you
may need to delete or close. You can delete a purchase requisition line(s) if there is
no follow-on document attached to it. You must close the PR line(s) if a follow-on
document is attached.
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CHAPTER 4

DELETING AND CLOSING OPEN PURCHASE ORDERS
In this chapter you will learn the difference between deleting and closing a purchase
order, as well as learning the processes.
If a purchase order does not have a goods receipt attached to it, or if the purchase
order has been partially cleared by a goods receipt, the purchase order will remain
open and continue to commit budget for the quantity not received.
Deleting Unwanted Purchase Order Lines
You created a purchase order that you no longer need. In that case, it is necessary
to delete such purchase orders in order to free up budget. A line can be deleted as

long as it hasn’t had a goods receipt entered on it. To delete these lines, transaction
ME22N (change purchase order) should be used.

Change Purchase Order — Transaction ME22N

Menu Edit Favorites Extras Systern  Help

Bl H I a3 HE
SAP Easy Access AASIS MENU
BE & W& 2| v a

[ [ Favorites
= i3 SAP menu
b (7 Office
< i3 Logistics
=7 4 Materials Management
=7 {4 Purchasing
= ‘4 Purchase Order
B [ Create
) ME22M - Change
) ME22N - Display
@ MEZ24 - Maintain Supplement

> 1 Release
B [C3 List Displays
> [ Reporting

B 73 Inhnind Nalivan:
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1. Click on the “Other Purchase Order” button.

2. Type in the purchase order number you need to delete.
3. Click the “Other document” button.

] 000 =B Ieee oHB DNAn BE QE
Standard PO 4500000729 Created by Patricia N. Orr
|Doo.1menl-:m\n|iewon || @ 'r-ﬂ 1 i F’rinlpremiew“ Messages | Fersonalselﬁng|

4. Select the line/s you want to delete.

5. Click the “Delete” icon.

Standard PO & 4500000731 100000058 Office Depot 02/06/2008 IE
Itern (A || |Material Short text PO i 0__| Deliv. date  |Met pri curr.... |Per
10 K 10108286 10B8|EA |DB3/20/2006 2680 1 E
=] E
=] E
4 0 - D]
Default values
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6. Click the “Yes” button to delete the line.

Standard PO 4500000731 Created by Patricia N. Orr
| Document ovenview on | | \E\ | |@ Print preview || Messages || Personal setting

Standard PO T 4500080731 100000058 Office Depot
item 4 |1 [material Short text PO quanti 0... [c[Deliv. date et pri
<[]
(10110
6 Acc
@[ 13| Accass vos P - «E CoCode State of
G/L Account Mo.

7. There is now a trashcan in the status column of the purchase order line.
8. Click the “Save” button to save the deletion.

| 000 2iRIe@@ SHE ftoan AR @E
Standard PO 4500000%31 Created by Patricia N. Orr
|D{x:|.|meﬂlwenriewon | | @ 8 @ Prinlprewiew” Messages | Personalse{ﬁngl

Standard PO El | 4500000731 100000058 Office Depot B2/06/2006
ltern (A || |Material Short text PO quantity 0... |CDeliv. date  |Met pri curr... |Per
—— 7 CULATOR 100[EA D[03/20/2006 2.08/08D0 1
= [ Us
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9. Note the message that the purchase order was changed.

Cost Center gz
Fund HSCE161 H
Functional Area ADMN E|
Funds Center 272 ,l 9 Commitmentitem 502:00:02 =
K1/l ,/_ E 0]
i@ standard PO 4500000731 changed [» | 510 [Zl| sapetr | INS 7

NOTE: You cannot delete a line item on a purchase order that has a Goods Receipt
attached to it. The Goods Receipt must be cancelled first. Communicate with your
agency’s Goods Receipt Technician to cancel the GR document.
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NOTE: If you delete a line item on a purchase order by mistake you can restore it.

Go back into ME22N and bring in the document you wish to restore.

1. Highlight the line you wish to restore (undelete).
2. Click on the “Undelete” icon.
3. Click the “Save” icon.

| 118 3| QHE 9000 B @@

Standard PO 4500000731 Created by Patricia N. Orr

|Doo.1menl-:m\n|iewon || @| @ F’rinlpremiew“ Messages | Fersonalselﬁng|

Standard PO E 4500000731 100000058 Office Depot
Item A || |Material Short text PO i O... |C|Deliv. date  |Met pri
E
E
1 a0 2
Default values
Unblockiundelete
[10]110100286 , CALCULATOR =] FY

4. The “trashcan” is gone from the “Status” box.

5. You will see a system message that the purchase order has been changed.

L
Release group P1 Purchase Order Code |Description Stat__
Release strategy P1 Agency PO AG Agency Approval AN
Release indicator 5 Blocked
Item |A || |Material Short text FDW’ % Deliv. date Nﬁ%
10 K 168188286 CALCULATOR 160/EA D|O3/20/2006 .
4

an

[» | ETR (1) (510) [=
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Closing Unwanted Purchase Order Items

The following technique explains how to close purchase order lines that have been
partially cleared by a goods receipt. This process is also accomplished using
transaction ME22N.

Change Purchase Order — Transaction ME22N

Menu Path: Logistics>Materials Management>Purchasing>Purchase
Order>Change

Edit FEavorites Extras

Bl HI&E@ BHEE

Menu

SAP Easy Access
BE & & 2| v a

[ [ Favorites
= i3 SAP menu
b (] Office
[ [ Cross-Application Components
=7 i3 Logistics
=7 3 Materials Management
< {4 Purchasing
= ‘= Purchase Order

) ME22N - Display
Ea MEZ24 - Maintain Supplement
) MEMASSPO - Mass Maintenance
B [0 Release
> [0 List Displays
> [ Reporting
[ [_J Inbound Delivery
> .1 Follow-On Functions
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1. Click on the “Other Purchase Order” button.
2. Type in the purchase order number you need to close.
3. Click the “Other document” button.

' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

gl  3]aB €@ CHB htLnIDE @

Standard PO 4500000731 Gz=
| Document averview on | | \E\ E T 1

ted by Patricia N. Orr

It preview || Messages || Personal setting |

You will close the item by going to the item’s “Delivery” and “Invoice” tabs.

4. If there is more than one item, click on the arrows until the item is displayed.
You can also choose from the menu icon to the right of the item number.

Standard PO 4500000732 Created by Patricia N. Orr

|Documenlmwewon || @| |@ Prinlpremiew“ Messages || Personal setting

Standard PO Z 4500080732 100000051 Books A Million B2/87 /2006 %

Iterm (A || |Material Short text FO@ Oa Deliv. date  |Met pri curr... |Per

10 K 16160882 Book 100/EA |DIB3/BT /2006 4 50UsSD (1 E
LU=D E
] E

4[] 4 [4][»]
Default values
[10110100082 , Book g Fe

[EE|/| o || AccAsscat fcostcentedi & Distribution

4

Account assig...

Single account assignm . & CoCode State of Arka.. &

4]
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5. Go to the “Delivery” tab.

6. Click the checkbox next to “Delivery complete”. The “Delivery complete”
setting closes the line item and indicates that no further deliveries are
expected.

[10110100082 , Book

Overdeliv. tal. Goods receipt
Underdel. tol. [ GR non-valuated
[v| Deliv.Completed

MNao. reminders
PInd dely time
Incoterms

7. Go to the “Invoice” tab.

8. Click the checkbox next to “Final invoice”. The “Final Invoice” setting
indicates no further invoices are expected for the line item, and releases
commitments. “Final invoice” should never be selected (on the PO or in
MIRO) as long as additional deliveries and invoices are expected.

[10110100082 , Book B AI
Material data | Quantitiesfweights rnﬁmysdm Delivery Invoice

Inv. receipt Invoicing plan Tax code
[v| Final invoice Jurisdict Code 0411803201

M| GR-based IV
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9. Click the “Save” button to save your changes.

Edit Goto Environment System Help

2 dH eE@ QRE 9008 [E @E
Standard PO 45001/_?2 Created by Patricia N. Orr
9
|

@2 Print preview = Messages Personal setting

Purchase order

Document averview on | O ‘=z

@smndam PO T 4500000732 Vendor 100000051 Books A Million Doc.date  02/07/2006
T H

eader

10. The message will read “Standard PO changed”.

¥ 5R-based IV

(@ Standard PO 4500000732 changed [ |510 Pe| sapetr | INS 7

REMEMBER:

You have determined which purchase orders are still committing budget. While
some of these purchase orders are in the process of being completed, some you
may need to delete or close. You can delete a purchase order line(s) if there is no
follow-on document attached to it. You must close the PO line(s) if a follow-on

document is attached.
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CHAPTER 5

DELETING AND REVERSING UNWANTED ACCOUNTS PAYABLE
COMMITMENTS

How To Delete Unwanted AP Commitments

e Transaction FBVO will allow you to delete a parked invoice document (FB60)
that was parked using “Complex Posting”. You will need the AP Supervisor
Security role to use this transaction.

NOTE: Parking with complex posting indicates an asset is involved. Contact your
Asset Management Specialist if you delete an invoice document tied to an asset.

e Transaction FBV2 will allow you to delete an invoice document that is parked,
but will not allow you to delete an invoice document that was parked using
“‘Complex Posting”. You will need the AP Specialist Security role to use this
transaction.

Delete Parked Invoice Documents — Transaction FBV0

Menu Path: Accounting>Financial Accounting>General Ledger>Document>Parked
Documents>Post/Delete

Menu Edit Favorites Exiras

Bl HIISCEG BHEB £

System Help

SAP Easy Access
BE & &6 2| v a

> (] Favorites
7 i3 SAP menu
[ [ Office
3 Cross-Application Components
[ [J Logistics
=7 {4 Accounting
< 4 Financial Accounting
=~ =4 General Ledger
> 1 Document Entry
<7 3 Document
) FBO2 - Change
1) FBOY - Change Line ltems
) FBO2 - Display
1) FBO4 - Display Changes
) FBRA- Reset Cleared ltems
=7 ‘=3 Parked Documents

2 FBVO - PostiDelete!

f) FVS0 - PostDelete: Single Screen Transaction

N

1. Enter Company Code “ARK”.
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2. Enter Fiscal Year “2006” or the current fiscal year.
3. Click the “Document list” button to continue.

4 N EICOeICHES0ODIREIQE

Post Parked Document: Initial Screen
E Document list ||‘# Editing Options |

Company Code ARK
Doc. Number

Fiscal Year 2006 ﬁ

Narrow your search to bring in documents that fit specific criteria.
4. Enter the document number you need to delete.
5. Click the “Execute” button to continue.

G| =298 e@ee DHE ansn BE

List of Parked Documents

o E

1000008044 o =

2006 [ =

Fosting date to E
Document date to E
Document type ta =
Reference to E
Document header text to E
Entered by ta E
Business area 0610 ta E

M

Enter release ta E
Complete A=) to E
Released to B
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6. Double-click on the Document number.

Systemn

Help
B dH SCE@ SHE D008 EE @
Post Parked Documents: List

& B & ¢ ET IR TEE G | &b Check & Create Batch Input Folder Overview

[Bn[st |sc.. [cocdDocumentio| Year| |—6

| ARK |ARK [1000000044 -265—

7. Go to the menu bar and select, Document>Delete parked document.

Settings Environment System  Help
(7 EHE DDOaD BE @b
E : 00000044 ARK 2006
Select parked document Ctrl+Shift+Fa
B cimulate Fo Save as completed | 47 Editing options
T pPak F& [a]
Trs = | Bal. 0.00 [985) =
Save as completed Ctrl+3hift+Fa L=
k Tax Ih ooE
Vendor
Wi Delete parked document Ctrl+Shift+F10 Address
i Exit Shift+F3  lo 4445555555 Walmart
Fosting Date 02707 /2006 9999 Landers Rd.
DocumentMo 1000000044 MORTH LITTLE ROCK AR 72115

8. Click the “Yes” button to delete the document.

invoice date 02/07/2008 Reference 4445555555 | [ waimar
Fosting Date Delete Parked Dot 999 Landers Rd.

ORTHLITTLE ROCK AR 72115

Diata will be lost.

Amount 64 0@ IsA

® Delete parked document? = 501-764-1264-53 =
Text
FPaymtterms 15 Days 8 nk account 5555555
Baseline date B2/07/2 Yes —— No uveau Riche Bank of Arkansas
Company Code ARK Sta:
Lot Mo.

| 1 ternc ( Mo entrv variant eelectad
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9. You receive a message “Parked document deleted”.

| ;

y 2

(@ Parked document 1000000044 ARK 2006 deleted [ | 510 P| sapetr INS 7

Delete Parked Invoice Documents — Transaction FBV2

Menu Path: Accounting>Financial Accounting>General Ledger>Document>Parked
Documents>Change

= ‘5 SAP menu
[ [ Office
[ Cross-Application Components
> 1 Logistics
= 3 Accounting
= 3 Financial Accounting
=7 {4 General Ledger
> 1 Document Entry
= 3 Document
1) FBO2 - Change
1) FBOY - Change Line ltems
1) FBO2 - Display
r) FBO4 - Display Changes
) FBRA - Reset Cleared ltems
=7 ‘4 Parked Documents
1) FBVO - PostiDelete
1) FV50 - PostDelete: Single Screen Transaction

[EN3

@ FW50 - Single Screen Transaction: Change

A COUY  Mienlae

Follow the same steps when using transaction FBV2 as you do when using FBVO.
The only difference is you cannot delete a parked document that was created via
complex posting.

NOTE: Once you delete a parked document, the data is gone. There is no way to
retrieve the deleted parked document.
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Reversing A Posted But Unpaid Direct Vendor Invoice Or A Direct Vendor
Credit Memo- Transaction FB08

Menu Path: Accounting>Financial Accounting>General Ledger>Document>Change

NOTE: A reversal will reduce the value of the asset. If such a document is
reversed, a follow-on document may be needed to restore value to the asset,
depending on the reason for the reversal. Contact your Asset Management
Specialist if you reverse a posted but unpaid direct vendor invoice that is tied to an
asset.

Help

gl HIC@e DHE N o

Edit Favorites

Menu

SAP Easy Access
BE 2 HE S| v a

7 4 SAP menu
[ [ Office
D[ Cross-Application Components
[ [J Logistics
7 {3 Accounting
< 4 Financial Accounting
=~ =4 General Ledger
> 1 Document Entry
<7 3 Document
1) FBOZ - Change
1) FBOY - Change Line ltems
1) FBO2 - Display
) FBO4 - Display Changes
1) FBRA - Reset Cleared ltems
> [ Parked Documents
> .1 Reference Documents
> [ Cross-CC Transaction
< ‘5 Reverse

) F.&0 - Mass Reversal

[
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Enter the number to reverse in the “Document Number” field.

The Company Code is “ARK “.

The Fiscal Year is the fiscal year on the document.

The “Reversal Reason” is a required field. Type in or choose from the
dropdown the reason for the reversal.

a. Reason Code “01” — Reversal in current period. Type in the document
date in the “Posting Date” field. Choose “01” if the document was
posted in the current period.

b. Reason Code “02” — Reversal in closed period. Type in the current
date in the “Posting Date” field. Choose “02” if the document was
posted in a prior period.

PO =

5. Always display the document. Click on the “Display before reversal”
document.

Document

Edit Goto System Help
2dH GO0 SEHE BHDO8]

Reverse Document: Header Data

& Display before reversal Document list | 2% Mass Reversal

Reason for Reversal (1) 5 Entries Four

N\ ]
YentDetd 1 Il: -
J S hent NuniBer 1o909ad5eg . Resmetons |
Company C ARK ﬁ?
FiscaIYearmEi; 2006
Reason“Text |

Reason | Text

Specifications for Reverse Posting 1y Reversal in current period

Reversal reason & 02 [Reversal in closed period |

Posting Date 03 Actual reversal in current period

Posting Period 4 04 Actual reversal in closed period
05 Accrual/deferral posting

Check management specifications

Void reason code
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This screen displays the document overview. You can view the posting keys,
account numbers, account short text, business area, cost center, fund, amount, and
text. You can also change the display to view other fields. When you finish viewing
the document, click the “green arrow back” to continue.

Document

Edit Goto Seiings Extras Environment System Help

B dH e DHE DL AR @
Document Overview - Display

T8O PPNAET E T B @ @ chose [ save T [ &5 [ H Taxdata H E

Doc.type : KR ( Vendor invoice ) Normal document

Parked by BWEVANS Posted by MRJONES

Doc. Mumber 1000994549 Company code ARK Fiscal year 2006
Doc. date 81/31/2006 Posting date 02/13/2006 Period 0a
Calculate Tax

Ref.doc. 307-1164 . 300

Doc.currency  UsD

Itm|PK|Account Account short text BusA|Cost Ctr Fund Amount | Text
1]31(100036382 |[UTILITY BILLING SERV| 0618 54.35- |ACCT 307-1164.300
2| 40| 5040003000 |Water & Sewage 0610333264 MPHE180 54 35

6. To post the reversal, click on the “Save” icon.

Document E

@ 2090 @@e 2HE Hnon B @
Reverse Document: Headj\r_Dara

de Display before reversal Doc 6 list EMHSSRE\!‘EI’S&l

Document Details

Document Number 1000994549
Company Code ARK
Fiscal Year 2008

Specifications for Reverse Posﬁng_/

Reversal reason a2
Fosting Date
Posting Period

Check management specifications -

Vfoid reason code
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7. You will receive a message saying that the “Document number was posted in
company code ARK”.

NOTE: Unlike MM documents that can be restored after deleting or closing, once
you reverse an AP document, it CANNOT be restored.
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Reversing A Posted But Unpaid Logistics Vendor Invoice Or A Logistics
Vendor Credit Memo — Transaction MR8M. Follow with Transaction F-44.

Menu Path: Logistics>Materials Management>Logistics Invoice Verification>Further
Processing>Cancel Invoice Document

Extras Help

olaH e DRER aEmag

System

Edit

Favorites

Menu

SAP Easy Access
@S EE 2] - -

B [ Favorites
= {3 SAP menu
B [ Office
> [ Cross-Application Compenents
=7 4 Logistics
= {3 Materials Management
> [ Purchasing
I (3 Inventory Management
=7 i3 Logistics Invoice Verification
[ [ Document Entry
< {3 Further Processing
@ MIR4 - Display Invoice Document

[Felv]

) MRBR - Release Blocked Invoices
2 MIRE - Invoice Overview
) MRA0 - Output Messages
[ [ Automatic Settlement
[ [ GRAR Account Maintenance
[ [ Archiving
> [ Physical Inventory
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1. Enter the material document number.
2. Enter the Fiscal year.
3. Enter the Reversal reason.
4. Enter the date. Current period = Document date
Closed period = Current date
5. Always display the document. Click the “Display doc” button.

JH 8@ SEHER Do BEE
Cancel Invoice Document

G Display doc.
5 1
22§
= 5 = Restrictions |
=
Details for cancellation posting 3DIHEEE B
Reversal reason o1 il
Fosting dat [3/15/2006
osting date ‘IText I
01 Reversal in current period
02 Reversal in closed period
03 Actual reversal in current period
04 Actual reversal in closed period
05 Accrual/deferral posting

View the document. When you are done “Green Arrow Back”.

' Show PO structure | | | Follow-on documents |

Qil Trough Hillbilly Times
B3/15/2006 "Rural route 1, Box 17
Posting Date 83/15/2006 OIL TROUGH AR
Amount 56800 usp ] Calculate tax Usa

Tax amount B.08 PO (Accounts Payable S.. Z1 E B888-665-0175-171 83&665—
Text
Faymt terms 15 Days net
Baseline date B3/15/2006 Bank acct 22558809
Company Code ARK State of Arkansas Little Rock % Ragstoriches Bank of Arkansas

Invoice date Reference

T

All information

| ltem |Amount  [Quantty  [0..|C2|Purchase.. [tem [POtext
N m
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6. Click the “Save” icon to reverse the document.

Cancel Invoice Document

Sy Display doc.

Inwice doc. number P26

-EBBE

Details for cancellation pasting
Reversal reason 01
Posting date 03/15/2006

7. You will receive a message stating that “Document reversed with number
xxxxxx.” The system will also remind you to clear your FI documents.

F

(@ Document reversed wih no. 226 lease manualy dearFlaocuments L [ETR(1)6510) P4 sapes.
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Clearing Vendor Open Items For A Logistics Invoice — Transaction F-44

This transaction follows MR8M. It will clear your FI documents.

Menu Path: Accounting>Financial Accounting>Accounts Payable>Account>Clear

Menu Edit Favorites Extras Systern  Help
@ 2l H I Caa SHE T
SAP Easy Access Find (Ctrl

BE| S HB 2| va

[ [ Favorites
= i3 SAP menu
> (] Office
[ [ Cross-Application Components
[ [ Logistics
7 {3 Accounting
< 4 Financial Accounting
I 1 General Ledger
> [ Accounts Receivable
=7 {4 Accounts Payable
I» [_] Document entry
B [ Document
= =3 Account
) FK10M - Display balances
@ FBL1M - Display/change line items

I [1 Corespondence
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1. Enter the vendor number of the item you wish to clear.
2. Select the “Business Area” radio button.
3. Press the “Enter” key or click the “Process open items” button.

Document

Edit Goto Settings System Help

=] [ 0 N i o 3 N |

Clear Vendor: Hei 3 [ Data

Process open items

1
Account 100000270 Clearing date 03/16/2006  Period 9
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4. Enter your Business Area.
5. Click the “Process open items” button.
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

The following is a one time set-up.

6. Click on the “Editing options” button.
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7. Enter a checkmark in the “Selected items initially inactive” box.

8. Save your editing options. Once you have saved your selection/s you will not
have to repeat this process.

9. Green arrow back three times. You will receive a pop-up box asking if you
want to exit. Click yes.
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Repeat steps one through five.

10. Double click the amounts on the items you wish to clear. The amounts
should turn blue and the “Not assigned” field at the bottom of the screen
should be 0.00.

11. Click the “Save” icon to save your document.
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12. You will receive a message that the document was posted.
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Change An Unpaid Logistics or Direct Vendor Invoice Or A Logistics or Direct

Vendor Credit Memo — Transaction FB02

Menu Path: Accounting>Financial Accounting>General Ledger>Document>Change
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Open Commitments: Purchase Order and Vendor Invoice Clean-Up

Enter the document number.

Enter the Company Code

Enter the Fiscal year.

Click the “Green check” to continue.
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4.
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5. Double click on the account number.
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' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

You can change any fields that are not grayed out. Use the black up and down

arrows to see more fields.

If you need to match an open credit memo with an open invoice, do it here. Add the
invoice number to the “Invoice ref.” field on the credit memo.
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Help

A HICE@ 2 EHE D008 FEAE@E
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Company Code ARK

ARKANSAS BUILDING AUTHORITY
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Amaount 841.90 UsD

Tax code Pa
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Additional details
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Remember to click the “Save” icon to save your changes.

REMEMBER:

You can delete an AP document that has been parked but not posted. Once the
document has been posted you will have to do a reversal to that document. Once
the document has gone through the payment process you can not longer delete or

reverse an AP document.

After you have finished the closing, deleting, reversing, and posting, re-run the

budget reports to see the changes.
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' Open Commitments: Purchase Order and Vendor Invoice Clean-Up

THE CARRY FORWARD PROCESS

e Purchase Requisition — Open purchase requisitions will not be carried forward
to the next fiscal year.
e Purchase Orders — Open purchase orders that are tied to funds centers with
carry forward authority will be carried forward, along with their budget.
e Purchase Orders — Open purchase orders that are tied to fund centers
without carry forward authority will be carried forward, but the budget will not.
e AP Documents
1. ASC will delete all parked vendor invoices that remain after the final
payment run on June 30th.
2. Posted but open vendor invoices that are tied to funds centers with
carry forward authority will be carried forward, along with their budget.
3. Posted but open vendor invoices that are tied to funds centers without
carry forward authority will be carried forward if an agency has
sufficient budget in the upcoming fiscal year.
4. ASC will reverse all posted but open vendor invoices that do not carry
forward because of lack of budget.

NOTE: Posted Documents Reversed At Fiscal Year End
If you plan to re-enter a reversed posted invoice in the next fiscal year, you
need to add a “Y” as the first character in the “Reference” field. The CAFR

team will guide the agencies in recording accrued payments from the prior
fiscal year using the “Y” vouchers.
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